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DIPLOMATIC REPRESENTATIVES Be 
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II—1. Grade of diplomatic representatives 
The diplomatic representatives of the United States are as follows: 


(a) Ambassadors extraordinary and plenipotentiary and special 
commissioners with the rank of ambassadors extraordi- 
nary and plenipotentiary. 

(0) Envoys extraordinary and ministers plenipotentiary and 
special commissioners, with the rank of envoys extraor- 
dinary and ministers plenipotentiary. 

(c) Ministers resident. 

These grades of representatives are accredited by the 
President. 

(dz) Chargés d’affaires commissioned by the President as such 
and accredited by the Secretary of State to the Minister 
for Foreign Affairs of the government to which they are 
sent. 


® In the absence from the country to which he is accredited, or in 
the event of the death or disability of the chief of mission, the coun- 
selor or ranking diplomatic secretary, as the case may be, acts ew 
officio as chargé d’affaires ad interim without special instructions or 
credentials to that end. If there should be no counselor or diplo- 
matic secretary at the mission the Secretary of State may designate 
any competent person to act ad interim, in which case he is specifi- 

cally accredited by letter to the Minister for Foreign Affairs. 
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When the office of consul general is added to that of envoy extraor- 
dinary and minister plenipotentiary, minister resident, chargé 
d’affaires, or secretary of embassy or legation, the diplomatic rank 
is regarded as superior to and independent of the consular rank. 
The officer will follow the consular regulations in regard to his con- 
sular duties and official accounts, keeping correspondence in one 
capacity separate from correspondence in the other. (KE. O. Mar. 8, 
1927.) 

Within the discretion of the President, any Foreign Service officer 
may be assigned to act as commissioner, chargé d’affaires, minister 
resident, or diplomatic agent for such period as the public interest 
may require without loss of grade, class, or salary, provided that no 
such officer shall receive more than one salary. (Act of Feb. 23, 1931, 
sec. 24.) With the exception of commissioner, these appointments 
are subject to confirmation by the Senate. (EK. O. June 8, 1931.) 


Note 1. Determination of ranking officer. See section VI-4. 

Nott 2. Consular officer to take charge of mission only wnder instructions 
from Department. A retiring diplomatic representative has no authority to 
install a consular officer in charge of an embassy or legation unless expressly 
authorized by the President to do so; nor can the consular officer receive the 
pay provided by law for a chargé d’affaires. It is not unusual, however, for a 
consular officer to be charged with the custody of the archives and property of a 
legation. This circumstance does not invest him with any diplomatic character 
or functions, and no allowance will be made to him except. for the necessary 
expenses of such custody. (5 C. Cls. R. 480.) 


II-2. Rules of Congress of Vienna 


For the sake of convenience and uniformity in determining the 
relative rank and precedence of diplomatic representatives, the 
Department of State has adopted and prescribed the seven rules of 
the Congress of Vienna, found in the protocol of the session of March 
9, 1815, and the supplementary or eighth rule of the Congress of 
Aix-la-Chapelle of November 21, 1818. They are as follows: 
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“ Foreign Service officer” shall be deemed to denote permanent 
officers of the Foreign Service below the grade of minister. (Act of 
Feb. 23, 1931, sec. 9; E. O. June 8, 1931.) 


1999 


III-2. Entry into the Foreign Service 


Appointments to the position of Foreign Service officer shall be 
made after examination and officers so appointed shall serve a suit- 
able period of probation in an unclassified grade, or, after five years 
of continuous service in an executive or a quasi-executive position 
in the Department of State, by transfer therefrom to any class of 
the Foreign Service upon recommendation of the Board of Foreign 
Service Personnel and with the approval of the Secretary of State. 
An accurate record of the efficiency of all officers and employees of 
the Department of State is kept for this purpose. Reinstatement 
of Foreign Service officers separated from the classified service by 
reason of appointment to some other position in the Government 
may be made by Executive order of the President, except that the 
number of such officers reinstated shall not affect the number of the 
percentage of the class provided by law. (Act of Feb. 23, 1931, secs. 
12, 14.) 

All appointments of Foreign Service officers are by commission 
to a class and not by commission to any particular post, and such 
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officers are assigned to posts and may be transferred from one post 
to another as the interests of the service may require. (Act of Feb. 
23, 1981, sec. 12.) 

New appointments to the service are made to the grade of Foreign 
Service officer, unclassified, but this provision does not apply to re- 
instatements or transfers from the Department of State under sec- 
tion 12 of the act of February 23, 1981. (KE. O. June 8, 1931.) 


Note 1. Reinstatement. There is no provision of law for the reinstatement of 
Foreign Service officers who have resigned from the classified service for other 
reasons than the acceptance of some other position in the Government service. 

Note 2. Post commissions. In conformity with international usage, creden- 
tials in the nature of post commissions are issued to Foreign Service officers 
upon assignment to a particular post. It is usually upon the post commission, 
which is exhibited to the foreign government, that an exequatur, or permission 
to act, is accorded. 

Nore 38. Affidavits upon appoiniment. Paragraphs 1, 4, and 5 of General 
Regulations No. 62, of the General Accounting Office, dated December 27, 1926, 
are as follows: 


1. Attention is invited to sections 1 and 2 of the act of Congress approved 
December 11, 1926, reading as follows: 


That each individual hereafter appointed as an officer of the United 
States by the President, by and with the advice and consent of the Senate, 
or by the President alone, or by a code of law, or by the head of a De- 
partment, shall, within thirty days after the effective date of his appoint- 
ment, file with the Comptroller General of the United States an affidavit 
stating that neither he nor anyone acting in his behalf has given, trans- 
ferred, promised, or paid any consideration for or in the expectation or 
hope of receiving assistance in securing such appointment. 

No salary shall be paid to any individual required under section 1 to file 
an affidavit until such affidavit has been filed. 


4. The affidavit shall be filed with the Comptroller General of the United 
States within thirty days after the effective date of the appointment. 'The 
receipt of the affidavit will be immediately acknowledged, and such receipt 
must be submitted to the proper disbursing officer as his authority for making 
payment of salary. The disbursing officer will file such receipt with the pay 
roll or pay voucher on which the first payment of compensation is made. 

5. All disbursing officers, including postmasters, are prohibited from making 
payment of salary to a newly appointed officer until he has received an acknowl- 
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Vt } iat 
edgment that the affidavit herein provided for has been filed with Hs Comp- 
troller General of the United States. 


“ 4 7 
' ; 


Nore 4. Hwecution of affidavit. Under a decision of the Comptroller General 
of the United States, the affidavit that is/hequined by the act of December 11, 
1916 (44 Stat. 918), must be executed by “career offigers, when originally 
appointed to a particular class and upon each promotion by” appéimtment to 
a new class, but such affidavits are not required upon transfers of career 
officers. Vice consuls not of career must file the affidavit upon each permanent 
appointment to a new post, but such affidavit is not necessary where noncareer 
officers are transferred to a post for temporary relief duty only. 

Standard Form No. 1041, Affidavit to be Executed by Officers of the United 
States upon Appointment to Office, supplied by the Department on requisition, 
will be used by officers in fulfilling the foregoing provisions of law. 


ITI-3. Examination for the Foreign Service 


There is hereby constituted a board of examiners, which shall 
conduct examinations to determine the eligibility of the candidates 
for the Foreign Service, composed as follows: Three Assistant Sec- 
retaries of State to be designated by the Secretary of State, the Chief 
of the Division of Foreign Service Personnel, and the Chief Exam- 
iner of the Civil Service Commission. Members of the board of 
examiners may, when necessary, designate other persons to serve for 
them on the board. The following rules are established for the 
conduct of examinations: staat 

(a) It shall be the duty of the board of examiners to formulate 
rules’ for and hold examinations of applicants for commission to 
the Foreign Service and to determine from among the persons desig- 
nated by the President for examination those who are fitted for 
appointment. 

(6) The scope and method of the examinations shall be deter- 
mined by the board of examiners, but among the subjects in which 
candidates will be examined shall be included the following: Ameri- 
ean history, government, and institutions since 1776; history of 
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Kurope, Latin America, and the Far East since 1776; elementary 
economics, including the natural, industrial, and commercial re- 
sources of the United States; political and commercial geography; 
elements of international, commercial, and maritime law; arithmetic 
as used in commercial statistics, tariff calculations, exchange and 
simple accounting; and modern languages—French, German, or 
Spanish. 

(c) The examinations shall be both written and oral, except that 
American clerks and employees in the Foreign Service who have 
rendered satisfactory service in such capacities for the five years 
immediately preceding application for appointment as Foreign 
Service officers shall be exempted from the written examinations 
prescribed for other candidates. 

(qd) The right of clerks in the Foreign Service to exemption from 
the written examinations in accordance with paragraph (c¢) of this 
section shall be determined by the Board of Foreign Service Per- 
sonnel after considering the written recommendations of the Divi- 
sion of Foreign Service Personnel in each case. 

(¢) Examinations shall be rated on a scale of 100, and no person 
rated at less than 80 shall be eligible for certification. 

- (f) No one shall be certified as eligible for appointment who 


(1) Is under 21 or over 35 years of age (except American clerks 
and employees in the Foreign Service under 45 years of 
age on the date of certification who were, or are hereafter, 
appointed before reaching the age of 35, and American 
clerks and employees in the Foreign Service on July 1, 
1931, who are certified for appointment before reaching 

| the age of 45 years) ; 

(2) Has not been a citizen of the United States for at least 15 
years before date of certification ; 

(3) Is not of good character and habits; 

(4) Is not physically, mentally, and temperamentally qualified 
for the proper performance of the duties of the Foreign 
Service; 
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(5) Has not been specially designated by the President to take 

the prescribed examinations to determine eligibility for 
appointment. F357 
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(g) Upon the conclusion of the Haar hh dh >the names of the 
candidates who shall have attained upon the Bisa examination) the 
required rating will be certified by the board to the Secretary of State 
as eligible for appointment. 

(2) The names of candidates will remain on the eligible list for 
two years, except in the case of such candidates as shall within that 
period be appointed or shall withdraw their names. Names which 
have been on the eligible list for two years will be dropped therefrom, 
and the candidates concerned will not again be eligible for appoint- 
ment unless upon fresh application, designation anew for examina- 
tion, and the successful passing of such examination. 

(2) Applicants for appointment who are designated to take an 
examination and who fail to report therefor, shall not be entitled to 
take a subsequent examination unless they shall have been specifically 
designated to take such subsequent examination. 

(7) In making designations to take the prescribed examinations 
to determine eligibility for appointment, and in appointments after 


examination, due regard will be had to the principle that as between 


candidates of equal merit, appointments should be made so as to 
tend to secure proportional representation of all the States and 
Territories in the Foreign Service; and neither in the designation 
for examination, nor in certification, nor in appointment after exam- 
ination, will the political affiliations of the candidates be considered. 

(4) New appointments to the service shall be to the grade of 
Foreign Service officer, unclassified, and no promotions to a higher 
grade shall be made except in conformity with law and regulations 
with respect thereto (sections 2,6,7). This provision does not apply 
to reinstatements or transfers from the Department of State under 
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section 12 of the act of February 23, 1931. (Act of Feb. 23, 1981, 
secs. 9, 81, and 32; E.O. June 8, 1931.) 


Note 1. Foreign Service officers prohibited from giving instruction. No 
officer of the Government shall, on penalty of dismissal, be concerned in any 
way in the instruction of any person with a view to preparation for the exami-_ 
nations of the Board of Examiners.’ (E. O. Dec. 23, 1910.) 

Note 2. Written examinations for members of service. Vice consuls, clerks, 
and other employees who are designated for examination for entry into the 
Foreign Service but who find it impossible to visit the United States on the 
dates fixed for the examination for which they are designated, will, whenever 
it is practicable to do so, be permitted to take the written examination abroad 
before a Foreign Service officer designated by the Department. 

Note 3. Oral and physical examinations. Oral examinations for members of 
the service will be held on the second Tuesday of February, April, June, 
August, October, and December of each year. 

Members of the service who have undergone the written examination should 
inform the Department well in advance of their intention to appear for the 
oral examination. 

Supplemental physical examinations are required to determine the candi- 
dates’ fitness for service in foreign countries. 


ITI-4. Classes and salaries in the Foreign Service 


The officers in the Foreign Service are graded and classified with 
the salaries of each class, as follows, but not exceeding in number 
for each class a proportion to the total number of officers in the 
service represented in the following percentage limitations: 


Ambassadors and ministers, as provided 
by law. 
Class 1, 6 per centum, $9,000 to $10,000. 
Class 2, 7 per centum, $8,000 to $8,900. 
Class 3, 8 per centum, $7,000 to $7,900. 
Class 4, 9 per centum, $6,000 to $6,900. 
Class 5, 10 per centum, $5,000 to $5,900. 
Class 6, 14 per centum, $4,500 to $4,900. 
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Chase Tw. Qs so. Lo $4,000 to 34, 400. 
Class 8, ee ae $3, 500 to $3,900. « IG9Kn 
Unclassified, _---.----- $9, 500 to, $3,400. > JZ 


(Act of Feb. 23, 19314! ‘86, 110.) 
y Liki f Vf HS 
Salary increases within classes. Foreign Service officers ne Nels a 


rating of satisfactory or better who shall have been in classes 5, 6, 
7, or 8 for a continuous period of nine months or more, shall, on 
the first day of each fiscal year, receive an increase in salary of 
$100, except that no officer shall receive a salary above the maxi- 
mum of his class; and all such officers in classes 1, 2, 3, or 4 shall 
in the same circumstances receive an increase of $200. The Secre- 
tary of State is authorized to fix the salaries of Foreign Service 
officers in the unclassified grade within the salary range specified by 
law. The Secretary of State is also authorized, within the limits 
of appropriations therefor, to grant the Foreign Service officers in 
any class additional promotions in salary within the salary range 
established for the classes in which they are serving, based upon 
especially meritorious service. (Act of Feb. 23, 1931, sec. 33.) 

Additional compensation. For such times as any Foreign Serv- 
ice officer is lawfully authorized to act as chargé d’affaires ad interim 
or to assume charge of a consulate general or consulate during the 
absence of the principal officer at the post to which he shall have 
been assigned, he shall, if his salary is less than one-half that of such 
principal officer, receive in addition to his salary as Foreign Service 
officer, compensation equal to the difference between such salary 
and one-half of the salary provided by law for the ambassador, 
minister, or principal consular officer, as the case may be. (Act 
of Feb, 23, 1931, sec. 26.) 

Under ich pou Hone as the President may anegeiihe and within 
the limitations of such appropriations as may be made therefor, 
‘which appropriations are hereby authorized, ambassadors, ministers, 
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diplomatic, consular, and Foreign Service officers may be granted 
allowances for representation, and also post allowances wherever 
the cost of living may be proportionately so high that in the opinion 
of the Secretary of State such allowances are necessary to enable 
such diplomatic, consular, and Foreign Service officers to carry on 
their work efficiently. All such allowances shall be accounted for 
to the Secretary of State in such manner and under such rules and 
regulations as the President may prescribe; and the authorization 
and approval of such expenditures by the Secretary of State, as 
complying with such rules and regulations, shall be binding upon 
all officers of the Government. (Act of Feb. 23, 1931, sec. 19; 
EK. O. June 8, 1931.) (See also Executive order of June 8, 1931, 
entitled “ Regulations Governing Representation and Post Allow- 
ances.”’) 


IITI-4. Promotions in class 


All Foreign Service officers are subject to promotion on merit. 
Vacancies in all classes from 1 to 8 are filled by promotions from 
lower classes, based upon ability and efficiency as shown in the service. 
The Board of Foreign Service Personnel submits to the Secretary of 
State for his approval, and for transmission thereafter to the Presi- 
dent, lists of Foreign Service officers whose efficiency ratings entitle 
them to advancement in the service and who are therefore recom- 
mended for promotion in the order of their ascertained merit within 
classes as provided in section 8 of these regulations. (Act of Feb. 
23, 1931, secs. 9, 31, 32.) 

The Secretary of State reports from time to time to the President, 
along with his recommendations, the names of those Foreign Service 
officers who by reason of efficient service have demonstrated special 
capacity for promotion to the grade of minister, and the names of 
those Foreign Service officers and clerks, and officers and employees 
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in the Department of State, who by reason of efficient service, an ‘HE 
accurate record of which shall be kept in the Depar tmenty of State, 
have demonstrated special efficiency. (Act of(Feb., 23, 1931, seesy, 1, 
31; E. O. June 8, 1931.) : RST 

See also section III-6(6) and (d). tr Pd INO 


III-6. Board of Foreign Service Personnel 


The Board of Foreign Service Personnel is composed of not more 
than three Assistant Secretaries of State designated by the Secretary 
of State, one of whom shall be the Assistant Secretary of State having 
supervision over the Division of Foreign Service Personnel, who 
shall be chairman. The Chief of the Division of Foreign Service 
Personnel and one other member of the division may attend the 
meetings of the board, and one of them shall act as secretary, but 
they shall not be entitled to vote in its proceedings. (Act of Feb. 
23, 1931, sec. 31.) 

It shall be the duty of the board: 

(a) To consider and to submit to the Secretary of State for 
approval, lists of Foreign Service officers prepared in accordance 
with law by the Division of Foreign Service Personnel, in which all 
Foreign Service officers shall be graded in accordance with their 
relative efficiency and value to the service. All officers rated satis- 
factory or above shall be eligible for promotion in the order of merit 
to the minimum salary of the next higher class. (Act of Feb. 23, 
1931, sec. 32.) 

(6) To recommend promotions in the Foreign Service, and to 
furnish the Secretary of State with lists of Foreign Service officers 
who have demonstrated special capacity for promotion to the grade 
of minister. (Act of Feb. 23, 1931, secs. 14, 31.) Lists of officers 
recommended for promotion to the grade of minister shall enumerate 
the officers in the order of merit, and each list shall supersede all 
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previous lists; such lists are submitted to the Secretary of State 
whenever there are vacancies in the grade of minister or when 
requested by the President or the Secretary of State. 

(c) To submit to the Secretary of State for his approval, and for 
transmission thereafter to the President, the names of those officers 
and employees of the Department of State who, after five years of 
continuous service in an executive or quasi-executive position, are 
recommended for appointment by transfer to the position of Foreign 
Service officer. (Act of Feb. 23, 1931, sec. 12.) | 

(7d) To submit to the Secretary of State the names of those 
Foreign Service officers who are recommended for designation as 
counselors of embassy or legation. (Act of Feb. 23, 1931, sec. 23.) 

(¢) To recommend to the Secretary of State the assignment of 
Foreign Service officers to posts and the transfer of such officers from 
one branch of the service to the other according to the needs of the 
service. 

(f) To consider controversies and delinquencies among the service 
personnel and to recommend to the Secretary of State appropriate 
disciplinary action where required. 

(g) To determine, for submission to the Secretary of State after 
considering recommendations of the Division of Foreign Service 
Personnel, that the efficiency rating of an officer is unsatisfactory, 
thereby meaning below the standard required for the service, in order 
that the Secretary of State may take appropriate action with respect 
to the separation from the Foreign Service of such unsatisfactory 
officers in accordance with law (see sections 9, 33). (Act of Feb. 23, 
1931, sec. 33.) 

The members of the board, individually and collectively, shall have 
authority to examine all records and data of the Division of Foreign 
Service Personnel. (Act of Feb. 23, 1931, sec. 32.) 
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All action taken by the board shall be strictly nonpartisan and 
based exclusively upon the records and ratings of efficiency of the 
officers concerned. 

The proceedings of the board shall be strictly confidential, but the 
chairman shall, within a reasonable time prior to the meetings of the 
board for considering and submitting to the Secretary of State the 
rating lists from which promotions will be made in accordance with 
_ section 32 of the act of February 28, 1931, invite the Chairman of the 
Senate Committee on Foreign Relations and the Chairman of the 
House Committee on Foreign Affairs, or some committee member 
designated by the chairman, to sit with the board through its deliber- 
ations without, however, participating in its decisions. (EK. O. 
June 8, 1931.) 


Note 1. Efficiency ratings. In regard to efiiciency records and reports, see 
section III-7 and notes. 

Note 2. Private communications relating to personnel matters. With refer- 
ence to notes 1 and 2 of section XVIII-1 of these instructions, Foreign Service 
officers are informed that recourse to private letters to officers of the Depart- 
ment upon topics relating to official business is disapproved. 

It is, however, realized that there occasionally arise matters relating to 
personnel administration of such a nature that they can be handled more 
satisfactorily in the form of a personal letter, and it is not the intention of the 
Department to place a definite prohibition on personal correspondence with 
members of the Personnel Board or with the Chief of the Division of Foreign 
Service Personnel. But the Department believes that recourse should be had to 
personal letters only in most unusual cases, and it expects that in future Foreign 
Service officers will confine their use of this means of communication on official 
matters to those cases which can not properly be made the subject of an official 
despatch. In general, correspondence concerning transfers, length of assign- 
ments, and promotion, and correspondence relative to the status and conduct of 
subordinates, should be addressed to the Secretary of State. 

Notn 3. Value to the service. With reference to paragraph (@) of this sec- 
tion, it should be pointed out that an officer’s value to the service is determined 
not only from his individual efficiency in the service, but also from his efforts 
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in promoting the prestige of the service in its entirety. One of the determining 
factors in this latter connection is the impression gained by American officials, 
business men, and tourists, who are brought in contact with the service and its 
personnel, since the general estimate of the value of the Foreign Service to the 
country as a whole is unquestionably affected by the experiences of Americans 
abroad. No occasion should be allowed to arise to justify the forming of hostile 
impressions either of the value and importance of the service or of the courtesy 
and capacity of its personnel. Officers should instruct their staffs in the most 
explicit terms that no proper effort should be spared to satisfy every American 
citizen, regardless of rank or position, who applies for assistance or information. 

Nore 4. Preferring of charges prohibited. With reference to paragraph (f) 
of this section, no Foreign Service officer shall attack, or prefer charges against, 
or publicly criticize, any other Foreign Service officer, except in a confidential 
communication to the Department of State. 


ITI-7. Division of Foreign Service Personnel 


The Division of Foreign Service Personnel assembles, records, and 
is the custodian of all available information in regard to the char- 
acter, ability, conduct, quality of work, industry, experience, de- 
pendability, and general availability of Foreign Service officers, 
including reports of inspecting officers and efficiency reports of 
supervising officers. All such information is appraised at least 
once in two years; and the result of such appraisal expressed in 
terms of “excellent,” “very good,” “satisfactory,” or “ unsatis- 
factory,” accompanied by a concise statement of the considerations 
upon which these terms are based, is entered upon records to be 
known as the efficiency records of the officers, and constitutes their 
efficiency ratings for the period. No charges against an officer that 
would adversely affect his efficiency rating or his value to the service, 
if true, are taken into consideration in determining his efficiency 
rating except after the officer shall have had opportunity to reply 
thereto. The Assistant Secretary of State supervising the Division 
of Foreign Service Personnel is responsible for the keeping of 
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accurate and impartial efficiency records of Foreign Service officers 
and for taking all measures necessary to insure their‘ accuracy, and 
impartiality. Not later than November 1 at!) ‘Ténst, every two ‘Yeats, 
the Division of Foreign Service Personnel, under’ t supervision 
of the Assistant Secretary of State, prepares a list in whiéhyall 
Foreign Service officers are graded in accordance with their relative 
efficiency and value to the service. In this list officers are graded as 
excellent, very good, satisfactory, or unsatisfactory, with such further 
subclassification as may be found necessary. ALI officers rated satis- 
factory or above are eligible for promotion in the order of merit to 
the minimum salary of the next higher class. This list does not 
become effective in so far as it affects promotion until it has been 
considered by the Board of Foreign Service Personnel hereinbefore 
provided for, and approved by the Secretary of State. This list 
shall not be changed before the next succeeding list of ratings is 
approved except in the case of extraordinary or conspicuously meri- 
torious service or serious misconduct; and any change for such reasons 
shall be made only after consideration by the Board of Foreign 
Service Personnel and approval by the Secretary of State, and the 
reasons for such change when made shall be inscribed upon the 
efficiency records of the officers affected. From this list of all 
Foreign Service officers recommendations for promotion are made in 
the order of their ascertained merit within classes. Recommenda- 
tions are also made, in order of merit, as shown by ratings in the 
examinations for appointment to the unclassified grade, with com- 
missions also as diplomatic secretaries and vice consuls, of those who 
have successfully passed the examinations. All such recommenda- 
tions are submitted to the Secretary of State for his consideration 
and, if he shall approve, for transmission to the President. 

The correspondence and records of the Division of Foreign Service 
Personnel are confidential except to the President, the Secretary of 
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State, the members of the Board of Foreign Service Personnel, the 
Assistant Secretary of State supervising the division, and such of its 
employees as may be assigned to work on such correspondence and 
records. (Act of Feb. 23, 1931, sec. 32.) 

No Foreign Service officer below class 1 shall be assigned for duty 
in the Division of Foreign Service Personnel. Foreign Service 
officers assigned to the division shall not be eligible for recommenda-* 
tion by the Board of Foreign Service Personnel for promotion to the 
grade of minister or ambassador during the period of such assign- 
ment or for three years thereafter, nor shall such officers be given any 
authority, except of a purely advisory character, over promotions, 
demotions, transfers, or separations from the service of Foreign 
Service officers. (Act of Feb. 23, 1931, sec. 31; E.O. June 8, 1931.) 


Note 1. Efficiency records of Foreign Service officers. Efficiency records were 
recognized in the act of February 5, 1915, reorganizing the Consular Service, 
wherein the Secretary of State was directed to include a statement as to the 
record of any officer, when recommending him for promotion in the service. 
(38 Stat. 806.) 

The Department of State keeps a permanent efficiency record for Foreign 
Service officers of all grades covering each officer’s fitness for the service as 
shown by his ability, promptness, and diligence in performing the duties of his 
office; his general conduct in office; and the character of the reports which 
he makes. 

Efficiency reports from missions are made to the Department by (1) Foreign 
Service inspectors and (2) chiefs of mission. 

(a) Efficiency reports from chiefs of mission. On August 1 of each year 
every chief of mission will submit an efficiency report on each officer of career 
attached to his mission. The form entitled “Annual Efficiency Report— 
Foreign Service Officers,” will be prepared in triplicate, two copies to be for- 
warded to the Department and the third copy kept in a confidential file in the 
reporting mission. Efficiency reports are to be accessible only to Foreign 
Service inspectors. 

, (b) Disposition of efficiency reports on officers no longer at posts. At the 
end of each calendar year chiefs of mission will forward the triplicate copies 
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of efficiency reports on Foreign Service officers who have sah ad permanently 
separated from their missions during the year to ‘the! Popartment in 4 Sealed 
envelope marked ‘“ Confidential for the Division of Foreigir Seivice. Personnel.” 

(c) Disposition of efficiency reports relating to career officers upon idhiange of 
diplomatic representative. Upon change of the diplomatic representative, ASe 
triplicate copies of the efficiency reports made by him should be transmitted 
to the Department in a sealed envelope marked “ Confidential for the Division 
of Foreign Service Personnel.” 

Note 2. Personnel records. For the proper administration of personnel mat- 
ters of the Foreign Service, the Department desires that data under the 
following headings be furnished by each Foreign Service officer and, in certain 
indicated instances, by all American clerks and employees in the service: 

(a) Addresses of relatives. To facilitate the Department’s communication, 
in case of emergency, with the relatives and friends of all Foreign Service 
officers and all Americans employed in the Foreign Service, officers will have 
8- by 5-inch cards typewritten, giving the name of the person or persons to 
whom communications regarding matters of personal interest should be sent. 
The cards (no duplicates required) should be prepared in accordance with the 
following illustration and mailed without transmitting despatches to the 
Division of Foreign Service Administration, Department of State. When any 
change is necessary, a new card should be filled out and forwarded immediately. 


Mrs. Edward Doe (Mother) 
4508 Fifteenth Street, N. W., Washington, D. C. 


Mr. Clarence Doe (Brother) 

22 Hast Ninety-second Street, New York City 
Miss Edith Jones (Friend) 

16 South Street, Newton, Mass. 


(b) Language qualifications. The Department desires the records showing 
the language qualifications of every American in the Foreign Service. For 
this purpose, it has prepared a form which is to be filled out and forwarded. 
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The terms to be employed in furnishing the desired information in the first 
three columns of the form are “ Excellent,” “Good,” “ Fair,” and “ Slight,” and 
no others. 

In explanation of these terms, it may be emphasized that a good knowledge 
of any language under each of these three heads should signify that an officer 
is able without difficulty to conduct conversations and prepare and read the 
usual correspondence handled in a mission in a country where the language 
is used; whereas the word “ Excellent” should indicate that an officer has an 
unusual knowledge of a language, is thoroughly familiar with its scientific 
and trade terms, and is well grounded in its grammar or speaks it fluently. 
A fair knowledge of a language presupposes at least several years’ study or 
practice which should be sufficient for an officer to acquire a good knowledge 
after being stationed a short time in a country in which the language is spoken. 
A slight knowledge, on the other hand, is equivalent to what is commonly 
termed a smattering of a language, acquired usually through a short sojourn 
among peoples who speak it or through one or two years’ course of study at 
school or college. 

In the fourth column, figures are to be used to show the number of years each 
officer or clerk has spent in a country where any of the languages mentioned 
in the accompanying form is spoken. 


> 
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(This form is to be completed and signed by each Foreign Service offiedr App 


American clerk.) No, 


Speaking Reading Writing Years spent 
knowledge knowledge knowledge in country 


ee Cane ee a ee eS, eee eee See (Pe eee 


(ag fe ey all ag Seog hg MOEA peniiab nl» RAMBO SS ae yO pt) ty: AE 
OE ae al il RST SAR a RR tee BAL Sgn PN NS GRIN yaad oy cane A Oe" at at 
POPPER oo in eee ene [a ned tee Der Set ed ed Bley os 
(Tabet ete SEW RTS OG el TEE U aR ap aA A PRIA i SA aR Rh ee a a ia I ein ada 
1 he Slade page lpge spe ng- alpen ell datgh atniyadient. cj digartlh iy piped Tiberi) iy seen aa Sed 


Te ne RESO Les? mek Bernese OU esa eee ee ee ee eee 
Seeree eget. | SUITCASE RS PE tN Se te ES RE es BO | SST BANG 
TeAe ee ee jeer | Neen salaries (roesalennete One tae eee, Fee re Mee ee 
Parra. Sots 2h DROSSE. 10 SSO RB 2G Wee ee ee oo Ogee 


(Signature) 


mens Gbitsle! tatoudterson x qontsGleetay ia 


(Post) 


(c) Educational qualifications. Each Foreign Service officer will prepare 
and transmit to the Department a plain index card showing in detail his 
educational qualifications. In preparing these cards, officers will be guided by 
the following directions: 

Attendance at public or other elementary schools need not be mentioned. 

Attendance at high schools, other preparatory schools, business schools, law 
schools, technical schools, and higher institutions of learning should be stated 
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in detail, the statement including in each case the name of the institution, the 
number of years attended, and the degree conferred, if any. Courses of 
study pursued under special tutors or in law offices and any other facts deemed 
of interest as pertaining to an officer’s educational qualifications should also be 
indicated. 

The following is an example of type of information desired: 


Dor, JOHN 
Central High School, Chicago, four years, graduated. 
University of Wisconsin, Madison, academic courses, two years. 
Harvard University, Cambridge, academic courses, four years, 
graduated, A.B. 
Columbia University, New York, academic courses, two years, A.M. 
Read law in law office, six months. 


(d) Family status. Every Foreign Service officer and American clerk will 
forward to the Department, in duplicate, on Form No. 304 (which may be 
procured upon requisition), a report as to his family status. Reports on Form 
No. 304 will be forwarded without accompanying despatch in an envelope 
addressed “ For the Division of Foreign Service Administration.” Supplemental 
reports on Form No. 304 should be submitted immediately when there is any 
change in the family status of an officer or American clerk through marriage, 
birth, or death. These reports will be used as a card index, and both copies of 
each report submitted should be typed separately. 

(e) Photographs. The Department keeps a file of photographs of all 
Foreign Service officers. Upon entry into the service each officer must furnish 
the Department a cabinet-sized unmounted photograph. 

Notp 3. Representatives of other departments. As the Department of State - 
is directly concerned with, and responsible for, the general conduct and stand- 
ing of naval, military, commercial, agricultural, and any other attachés who 
nay be designated, and Army and Navy language officers who are attached to 
missions, and occupy positions to which by law and tradition there are joined 
special privileges and immunities, and the trade commissioners and assistant 
trade commissioners abroad who maintain independent offices in the cities 
where consulates general and consulates are established, the system of personnel 
reports includes such officers. 

There should be included with the periodic reports on the career personnel of 
each office submitted on August 1 of each year, reports upon the general conduct, 
habits, industry, attention to duty, readiness and ability to cooperate, judgment 
and tact in dealing with others, and general fitness as a representative official 


September, 1931 III (18). 


F l lipars 

INSTRUCTIONS TO DIPLOMATIC OFFICERS MEM 8 
of the Government of the United States of any attaché, assistant attaché, 
language officer, trade commissioner, assistant trade commissionér,-or/any other 
officer of another department of the Government permanently or temporarily 
assigned abroad for duty and either attached to an office ‘or offigially resident 
within the jurisdiction thereof. These reports should deal with factfand pagt 
opinions, except those of the reporting officer, in which case the facts u 
which such opinion is based should be clearly indicated. The report should in- 
clude any special factors in a given case, such as failure to pay personal indebt- 
edness, unfortunate domestic complications, or friction with national or local 
authorities. Finally, the reporting officer should state the length of time he 
has known the officer reported upon and if the opportunities for observation have 
been in any way unusual, favorable or unfavorable. 

The technical proficiency of representatives of other departments abroad 
should not be made the subject of report, inasmuch ag this is a matter with 
which the Department is not directly concerned. 

Form No. 205d entitled “Personnel Report on Representatives of Other 
Departments Abroad ” should be used in submitting the efficiency reports called 
for by this note. An exception is made, however, with respect to efficiency 
reports on officers of the United States Public Health Service, United States 
Immigration Service, and nurses or assistants employed in an office whose 
duties relate to the administration of the restrictive immigration act, which 
reports should be submitted on Form No. 205e entitled “Annual Efficiency 
Report—Members of Staff not Officers of Career.” 

See note 2 to section VIII-10 in relation to speeches, interviews, and articles 
prepared for publication by representatives of other departments. 


ITI-8. Foreign Service Officers’ Training School 


There is hereby established in the Department of State a Foreign 
Service Officers’ Training School for the instruction of new 
appointees. | 

The Foreign Service Officers’ Training School shall be under the 
direction of a board composed of the following members, to wit: The 
Assistant Secretaries of State composing the Board of Foreign 
Service Personnel, one Foreign Service Officer assigned for duty in 
the Division of Foreign Service Personnel, and the director of the 
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Foreign Service Officers’ Training School. The board will act in all 
matters with the approval of the Secretary of State. 

The director of the school shall be selected by the other members 
of the school board from among the officers of the Foreign Service, 
with the approval of the Secretary of State. 

Instructors shall be selected from among the qualified officers of the 
Department of State, the Foreign Service, other executive depart-- 
ments of the Government, and any available sources, in the discretion 
of the school board. 

The term of instruction in the Foreign Service Officers’ Training 
School shall be considered a period of probation during which the new 
appointees are to be judged as to their qualifications for advancement 
and assignment to duty. At the end of the term, recommendations 
shall be made to the Secretary of State by the Board of Foreign 
Service Personnel for the dismissal of: any who may have failed to 
meet the required standard of the service. 

The Secretary of State is authorized to prescribe rules and regula- 
tions for the governance of the Foreign Service Officers’ Training 
School. (EK. O. June 8, 1931.) 


Note 1. Noncareer officers not to attend School. Inasmuch as the work of 
the Foreign Service Officers’ Training School is confined very largely to instruc- 
tion in the administrative duties of Foreign Service officers, those men appointed 
to the Foreign Service from the noncareer service will not ordinarily be ordered 
to the Department for training. 


ITI-9. Separation from the service 


Whenever it is determined that the efficiency rating of an officer 
is unsatisfactory, thereby meaning below the standards required for 
the service, and such determination has been confirmed by the Secre- 
tary of State after notice and hearing as provided by law, such officer 
shall be separated from the service in accordance with the provisions 
of section 33 of these regulations. (Act of Feb. 23, 1931, sec. 33; 
EK. O. June 8, 1931.) 


September, 1931 III (20) 


INSTRUCTIONS TO DIPLOMATIC OFFICERS III-10 


III-10. Appointments of secretaries in the diplomatic service and 
consular officers 


The President nominates, and by and with the advice and consent 
of the Senate, appoints secretaries in the diplomatic service, consuls 
general, consuls, vice consuls of career, and language officers. (U.S. 
Constitution, Art. II, sec. 2.) Vice Consuls not of career and consu- 
lar agents are appointed by the Secretary of State. 

Foreign Service officers may be appointed as secretaries in the 
diplomatic service or as consular officers, or both, but all such 
appointments are made by and with the advice and consent of the 
Senate. (Act of Feb. 23, 1931, sec. 11; E. O. June 8, 1931.) 


III-11. Assignment to duty of Foreign Service officers 


Foreign Service officers may be assigned to duty as either diplo- 
matic or consular officers, or both, at the discretion of the President. 
(Act of Feb. 23, 1931, sec. 11.) 

Within the discretion of the President, any Foreign Service officer 
may be assigned to act as commissioner, chargé d’affaires, minister 
resident, or diplomatic agent for such period as the public interests 
may require without loss of grade, class, or salary. However, no such 
officer shall receive more than one salary. (Act of Feb. 23, 1931, 
sec. 24.) 

Any Foreign Service officer may be assigned for duty in the Depart- 
ment of State without loss of class or salary, such assignment to be 
for a period of not more than three years, unless the public interests 
demand further service, when such assignment may be extended for 
a period not to exceed one year. Any ambassador or minister or any 
Foreign Service officer of whatever class detailed for duty in connec- 
tion with trade conferences or international gatherings, congresses, 
or conferences, or for other special duty not at his post or in the 
Department of State, except temporarily for purposes of consultation, 
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shall be paid his salary and expenses for travel and subsistence at the 
rates prescribed by law. (Act of Feb. 23, 1931, sec. 21; E. O. June 
8, 1981.) 


Note 1. Diplomatic and consular assignments—interchangeability. Transfers 
between the two branches of the Foreign Service will depend upon the needs of 
the service and the fitness of the individual officers to meet those needs. 

Note 2. Transfers of Foreign Service officers. Section 12 of the act of 
February 23, 1931, provides that all Foreign Service officers shall be assigned to 
posts and may be transferred from one post to another by order of the President 
as the interests of the service may require. 

In view of the keen interest of Foreign Service officers in the general question 
of assignments, the following statements are made setting forth the policy of 
the Department with reference to transfers: 

(a) Frequency of transfers. Within proper limitations the varied experi- 
ence resulting from service at a number of posts broadens an officer’s point of 
view and enhances his usefulness. At the same time, it is obvious that, if an 
officer is to derive benefit from service at any post, his assignment must be of 
sufficient duration to permit him to familiarize himself with local conditions. 
Furthermore, from the broader standpoint of efficient administration, an 
officer’s usefulness at a particular post will, under normal circumstances, 
increase in direct proportion to the length of his assignment. . 

No set rule regarding transfers can, of course, be established, and, much as 
it might wish to do so in order to facilitate the living arrangements of officers, 
the Department, as a rule, is not in a position to give any definite assurances 
as to the length of an assignment. However, it may be said that in general 
it is the aim of the Board to leave officers for a period of at least three or 
four years at those posts where living conditions are normal and not to move 
them earlier except where the exigencies of the service make their transfer 
necessary. This applies more particularly to senior officers, it being apparent 
that in the case of junior officers more frequent transfers may be found 
desirable for the sake of training and experience. 

The foregoing should not, of course, be interpreted to mean that an officer’s 
tenure is necessarily three or four years or that the Department will not be 
disposed to give sympathetic consideration to requests for transfer supported 
by valid reasons and submitted after a briefer period of service. It does mean, 
however, that, except for the good of the service or where imperative for 
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reasons of health or other compelling cause, officers will not be transferred 
after a relatively short period of service merely to,give them a change of post. 

(b) Advance notice of transfer. Wherever practi¢able; the Department will 
endeavor in making transfers to notify the officers affected ag /far, in advance 
as possible. The Department is fully aware that such advance noti¢e-wodghh be 
distinctly helpful and would in many cases materially reduce the discomfort 
and financial loss which result too frequently from a change of post. Every 
officer will, of course, realize that emergencies will always arise in which, 
unless the interests of the Government are to suffer, transfers must be effected 
immediately, and the Department is confident that, as in the past, it will find 
its officers ready to make the sacrifices entailed by an immediate response in 
such cases. In general, however, the Department endeavors to give advance 
notice and so to arrange transfers that each officer may have sufficient time to 
communicate with a colleague at his new post with a view to obtaining informa- 
tion and advice. 

(ec) Consideration of individual preferences. While expecting that every 
officer will be ready to serve at any post at which his services may be required, 
the Department welcomes statements concerning post preferences, and in making 
transfers every consideration practicable is given to the wishes of the individual 
officer. This is particularly true in the case of a deserving officer who has 
served at an unhealthful or undesirable post, it being the constant aim to 
distribute in an equitable and impartial manner those posts which offer special 
advantages as respects climate, cultural and educational facilities, or relative 
cheapness of living. Obviously, here, too, the exigencies of the service must 
be the controlling factor, and it may not infrequently occur that the Depart- 
ment must ask an officer whose work and conduct merit every consideration 
to accept prolonged service at a succession of distant, unpleasant, and undesir- 
able posts. It is desired that all officers feel assured that one of the principal 
concerns in the handling of transfers is an equitable distribution of desirable 
and less desirable posts. 

Another matter of importance which must receive careful consideration is 
the development of the individual officer. In general, the Department endeavy- 
ors so to plan early assignments as to insure every officer a certain experience 
in the principal phases of Foreign Service work, facilities for acquiring at 
least one major language, and training in both a subordinate capacity at large 
offices and in an administrative capacity at smaller posts. In this connection it 
may be pointed out that the Department perceives no objection to the reassign- 
ment of an officer to a post at which he has already served. Obviously, 
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familiarity with local conditions and earlier associations can not fail to enhance 
an officer’s usefulness, it being, of course, understood that he return to his 
former post in such a capacity as to suffer no loss of prestige. 

(d) Specialization. It is to be expected that certain officers from natural 
inclination or the circumstances of their early service will acquire a peculiar 
interest in a particular field, and from time to time the Department receives 
inquiries as to its general policy with reference to specialization. 

In so far as it may be consistent with the best interests of the service, the- 
Department endeavors in making assignments to afford officers opportunity to 
acquire a thorough knowledge of particular subjects or regions. However, it 
must be borne in mind that the exigencies of a great Service comprising several 
hundred officers presenting a wide variety of duties and problems will always 
require that the vast majority of officers divide their service between several often 
widely divergent fields. In certain cases it will be the policy of the Depart- 
ment to encourage specialization. This refers in particular to those regions 
where language difficulties or other conditions make specialization indispensable 
and also to those officers who demonstrate serious interest and unusual ability 
in special problems or phases of Foreign Service work. In general, however, 
it is not possible for the Department to hold out to most officers any likeli- 
hood that their assignments will consistently be of a nature to permit them 
to specialize in any particular field or subject. This does not, of course, mean 
that the Department does not encourage study. On the contrary, it desires 
that its officers take advantage of every opportunity to augment their fund of 
information with a view to enhancing their efficiency. There are certain broad 
subjects of universal interest to Foreign Service officers in which any officer 
wherever stationed may specialize to advantage. Among these may be men- 
tioned international, commercial, and maritime law, diplomatic history, and the 
various branches of economics. An officer should also make a close study of 
the economic, political, and social conditions of the country in which he may 
be stationed and, while the variety of his assignments may preclude his becom- 
ing a specialist in any particular field, he can nevertheless hope to acquire a 
general knowledge of world conditions and a breadth of view which in a slightly 
different way should contribute to his usefulness and personal satisfaction as 
would specialization. Furthermore, it may be said that the acquisition of 
every new language is a distinct asset to a Foreign Service officer and when 
reported will be given due consideration in preparing the efficiency ratings. 

Note 3. Transfer record card. The Department desires that every Foreign 
Service officer furnish on April 1 of each year a statement on a “ Transfer 
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Record” card, supplied by the Department upon requisition.‘ Phi¥ st tement 
should be prepared in accordance with instructions appearing on the’ reyers yy 
side of the card, While the submission of a transfer record is required ott’ O/¢ 
April 1 of each year, a revised record may be forwarded at any time. The 
cards should be transmitted without an accompanying despatch and the envelope 
addressed “Division of Foreign Service Personnel, Department of State.” 
Reference should not be made to information contained in previous transfer 
records, as each card must be complete in itself. 

Nore 4. Notifying officer at new post of approximate date of arrival. A 
Foreign Service officer or employee, traveling from post to post under orders of 
the Secretary of State, is expected, without delay, after the receipt of orders 
directing his transfer, to communicate with the officer in charge at the new post, 
notifying him of the approximate date of arrival, and to keep him informed as 
developments occur to affect such date. When urgent circumstances justify 
and use of the mails is impracticable, the telegraph may be used by an officer 
or employee while en route, to inform the officer in charge at the new post of 
the exact date, hour, and place of arrival, the cost being included in the travel 
account of the person concerned in accordance with the provisions of the Travel 
Regulations. The cost of telegrams containing any message of a personal 
nature may not, however, be charged to the Government. 

The Department should, of course, be advised by official despatch as soon as 
possible after the receipt of orders, of the approximate dates of departure from 
the old post and the arrival at the new post, and, when travel is actually 
completed, of the exact dates. 

Norte 5. Post reports. In order that officers departing for new posts may be 
fully informed with respect to conditions obtaining thereat, the Department 
desires to have on file from each diplomatic mission and consular office a post 
report prepared on despatch-size paper, giving the information indicated in the 
outline which follows. 

The report, accompanied by a brief transmitting despatch, should be for- 
warded in single copy. It will be filed in the Division of Foreign Service 
Administration of the Department for the convenience of the officers who may 
be interested. 

In compiling the reports, officers should bear in mind that the Department’s 
attention has been called to several instances in which, in their post reports or 
other information furnished to colleagues concerning their posts, officers appear 
so to have emphasized certain unpleasant factors as to convey a distinctly 
erroneous impression of general conditions. It is obvious that reports of this 
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nature may have a most unfortunate effect on officers assigned to such posts. 
It is not, of course, desired that in reporting on their posts officers shall with- 
hold any useful information of an unfavorable nature or that they shall furnish 
the Department or their colleagues any other than a frank statement of actual 
conditions. It should, however, be remembered that the liking of an officer for 
a particular post depends very largely on his own tastes and adaptability. 
Surroundings which one “officer considers highly undesirable may appeal 
strongly to a colleague, and in most instances the personal equation is a- 
highly important factor in any appraisal of the attractiveness of a post. The 
Department desires to impress upon all officers the necessity, in reporting on or 
discussing a post, of furnishing an objective picture which will not be colored 
by personal prejudice or bias. It is not to be inferred that an officer should 
refrain from expressing frankly his personal views; he should, however, in so 
doing, give due weight to all the facts and be careful to mention not only the 
disadvantages but also the advantages which almost without exception every 
post offers. 

(a) Outline for post reports. To insure uniformity, the reports should be 
prepared in accordance with the following outline: 


POST REPORT 


Americans s naa. ined be tee 1 ee ee ee eee 
(Office) (City) (Country) 
(Transmitted to the Department with despatch No. ~__-__ Of Woe ee ) 
SECTION 1—GENERAL INFORMATION 
Class of officer in charge Officers necessary : Clerks 
Salary contingent allotment Counselors or consuls Janitors 
Clerk hire Secretaries or vice consuls Messengers 


Attachés 
(Following portion of section 1 for consular use only) 


Location of city. 

Reasons for consulate. 

American firms, manufactories, etc. 

How long office has been established. 

Indicate that, for further information of a general nature, reference is made to 
the information sheet forming section 3 of the report. 
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SecTion 2—Livine CONDITIONS 


(Hach general heading of section 2, ie., geographic conditions, climatic con- 
ditions, health conditions, etc., should be submitted on a separate sheet or 
sheets. ) 


Geographic conditions: 
Surrounding country, waters, lakes, sea. 


Climatic conditions: 
Hot and cold months, temperature, prevailing winds, rainfall. 


Health conditions: 

Prevalent diseases. 

Vaccinations advisable. 

Preventives of diseases. 

Medical and surgical attention which can be secured. 
Nationality of doctors. 

Availability of children’s specialists. 

Oculists’ and opticians’ ability to fill prescriptions. 

Dentists available. . 
Advice regarding treatment before coming to post. 

Medicines obtainable. 
Medicines which should be brought. 


Living conditions: 
Location of chancery or office. 
Are residence quarters connected therewith? 
By whom occupied. 
How many rooms so occupied? 
Where are commissioned members of staff residing? 
Where could commissioned officers reside with and without family? 
Cost of house. 
Portion of rent paid by commissioned officers, if living in combined 
quarters. - 
Division of lighting and heating in case of combined quarters. 
Annual rental: chancery or consulate, residence, ete. 
Probable annual cost of light and heat. 
Complete description of electrical currents available. 
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Sanitary conditions: 
Toilets and baths available. 
Heating of water for baths. 
Cost of hot water. 
Heating of house in winter. 
Heating of house in summer: means and cost. 
Cost of ice. 
Water available: safety for bathing, cooking, and drinking. 


Foods which can be obtained: 
Approximate cost. 
Vegetables obtainable. 
Milk obtainable. 
Food stuffs which it is advisable to bring from America or obtain elsewhere. 


Clothing needed: 
Summer and winter. 
Where obtainable and cost. 
Clothing which should be brought from United States. 
Means of importing after arrival. 


Furniture needed: 

Where obtainable. 

What, if any, Government-owned residence furniture available. 

Has present officer furniture which he would care to sell to succeeding 
officer? 

Kind and cost. 

What kind of furniture is used? 

What kind of carpets? 

What kind of curtains? 

If residence is combined with chancery or consulate, or in building which 
succeeding officer would probably take over, send plan with size 
of rooms, number of windows, height and width of windows, size of 
doors, color of walls, kind of floors (these items are sometimes needed 
where an officer wishes to judge of what part of his furniture, curtains, 
or rugs he will take with him). 
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Customs courtesies : 
Official furniture and supplies. 
Personal effects of members of staff including clothing, food supplies, 
furniture, and automobiles. 
Special requirements to be observed. 


Local churches: 
Charitable and church societies and cost thereof. 
Denominations and sects. 


Education: 
Facilities for kindergarten, elementary, preparatory, and college courses. 
American or foreign language schools. 
Denominational, public, or private schools. 
Dormitory accommodations. 
Facilities for private tutoring. 
Estimated costs. 


Recreation: 

Loeal foreign clubs. 

Native clubs. 

Sporting clubs such as golf, tennis, etc. 

Cost of initiation and monthly dues. 

Other means of exercise. 

Horseback riding: cost of horses and probable upkeep. 

Local amusements, theaters, operas, moving picture theaters, and cost. 

General idea of the foreign community, number of persons composing it, 
how they amuse themselves, what social obligations, etc. 

Is much entertainment necessary or customary? 

Libraries, books obtainable, books and magazines which should be brought 
or subscribed for. 


Taxation: 
Personal taxes. 
Income tax. 
Real-estate tax on property owned by Government or by an officer. 
Local custom regarding taxes chargeable to the Government or to officers 
under leases covering rental of office or residence quarters. 
Stamp tax on leases and other formal documents. 
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Local transportation methods: 
Carriage and cost of upkeep. 
Automobiles and cost of upkeep. 
Advisability of bringing to post. 


Travel: 
Best means of reaching post. 
Lines which give special rates or special consideration. 


SEcTION 8—GENERAL INFORMATION SHEET 
(For consular officers only) 


For this section, it will be sufficient to submit a copy of the “information 
sheet” compiled under section 603(e), Consular Regulations, which should be 
attached to the post report. 

(bo) Post reports required of all offices. It will be clearly understood that 
the above outline applies both to diplomatic missions and consular offices, 
except the specially indicated portion of section 1, and section 3, which are 
to be followed only by consular officers. 

(c) Distribution of post reports. There are numerous cases in which officers 
are transferred while abroad who, while desirous of obtaining the information 
contained in the appropriate post report, have no means of gaining access to 
it until they have actually reached the city of their new assignment. In order 
to obviate this difficulty, legible copies of the diplomatic reports should be 
mailed direct to each of the diplomatic missions appearing on the appended 
list, and copies of the consular reports should be sent to the consular offices 
listed, in order that officers in any part of the world who are being transferred 
may procure the desired information either by mail request to the appropriate 
mission or office which may Jend them the report, being sure that it is returned, 
or in person in case their journey takes them through the cities in which the 
indicated missions or offices are located. The transmitting despatches sent to 
the Department should indicate that the copies have been distributed to the 
following offices: 
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Cape Town Panama U.S. Despatch Agent, 
Habana Paris New York, N. Y. 
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(d) Revision of post reports. During the first quarter of each calendar 
year, each diplomatic mission and consular office will transmit with an accom- 
panying despatch to the Department and to the missions or consular offices 
appearing on the foregoing list any revision of the report that may be neces- 
sary to keep it up-to-date. The revision should not be submitted in despatch 
form but should be prepared on appropriately numbered pages for insertion in 
the report. In case there is no change to be reported, a despatch to that 
effect will be sufficient. 


ITI-12. Official acts of Foreign Service officers 


All official acts of Foreign Service officers while serving under dip- 
lomatic or consular commissions in the Foreign Service shali be 
performed under their respective commissions as secretaries or as 
consular officers. (Act of Feb. 23, 1931, sec. 11; E.O. June 8, 1931.) 


ITI-13. Oath of office : 


Whenever any person is appointed to any office of honor or trust 
under the Government of the United States he shall, before entering 
upon the duties of his office, take and subscribe to the following oath: 
“T, A B, do solemnly swear (or affirm) that I will support and 
defend the Constitution of the United States against all enemies, 
foreign and domestic; that I will bear true faith and allegiance to 
the same; that I take this obligation freely, without any mental 
reservation or purpose of evasion; and that I will well and faithfully 
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discharge the duties of the office on which I am about to enter. So 
help me God.” (R.S. 1757; U.S.C. title 5, sec. 16.) 

The foregoing requirement applies to all Foreign Service officers, 
secretaries in the diplomatic service, consuls general, consuls, vice 
consuls, language officers, and, if citizens of the United States, to 
consular agents. 


The oath of office may be taken before any officer who is authorized, 


either by the laws of the United States or by the local municipal law, 
to administer oaths in the State, Territory, or District where such oath 
may be administered. (R.S. 1758; U.S.C. title 5, sec. 18.) The oath 
may not, however, be taken abroad except before some officer of the 
United States authorized to administer oaths. (E. O. June 8, 1931.) 


Nore 1. Oath of office following promotion. In case a Foreign Service offi- 
cer is notified by the Department that he is being promoted, and there is no dip- 
lomatic or consular officer at the post before whom he may execute his oath of 
office, he may defer the execution thereof until such time as it is practicable for 
him to appear before a diplomatic or consular officer or some person in the United 
States authorized to administer oaths. The oath should be taken at the first 
opportunity. 

Note 2. Increase in salary not payable until promotion confirmed by Senate. 
No increase in salary following the promotion of a Foreign Service officer is 
payable until the promotion has been confirmed by the Senate and a commission 
issued pursuant to such confirmation, the higher compensation thereupon to be 
computed from the effective date of the promotion as stated in the commission. 
Accordingly, upon receipt of notification of promotions made during a recess of 
the Senate, officers having occasion to disburse Government funds in payment 
of the salaries of such promoted Foreign Service officers will continue to pay 
salaries at the old rates until they receive notification of the Senate’s confirma- 
tion of the promotions. Thereupon, the increased compensation called for by 
the promotion will be payable retrvactively from the date stated in the commis- 
sion as being the effective date of the promotion. 

Promotions of Foreign Service officers by commission to a higher class which 
do not involve any change in the duties of the officer in question become effective 
from the date stated in the commission as the effective date. The continued 
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performance of duty as Foreign Service officer is considered constructive accept- 
ance of the commission. In no case may any salary under a new commission 
be payable until the relative bond has been filed and the oath of Office has 
been executed. Reference is made to note 3 of section III-2, “Affidavits upon 
appointment.” 

Nore 3. New oath not required in advances in unclassified grade. A new 
cath of office is not required in the case of an officer advanced to a higher 
salary in the unclassified grade. 

See also section I—2, concerning oath of office. 


III-14. Bonds of officers in the Foreign Service 


Every secretary, consul general, consul, vice consul of career, or 
Foreign Service officer, before he receives his commission or enters 
upon the duties of his office, shall give to the United States a bond, 
in such form as the President shall prescribe, with such sureties, who 
shall be permanent residents of the United States, as the Secretary 
of State shall approve, in a penal sum not less than the annual com- 
pensation allowed to such officer, conditioned for the true and faith- 
ful accounting for, paying over, and delivering up of all fees, moneys, 
goods, effects, books, records, papers, and other property which 
shall come to his hands or to the hands of any other person to his 
use as such officer under any law now or hereafter enacted, and for 
the true and faithful performance of all other duties now or here- 
after lawfully imposed upon him as such officer. Such bond shall 
cover by its stipulations all official acts of such officer, whether com- 
missioned as diplomatic or consular officer or Foreign style officer. 
(Act of Feb. 23, 1931, sec. 16; E. O. June 8, 1931.) 


Nore 1. Haecution of bonds. It is the desire of the Department to facilitate 
the execution and approval of bonds of appointees in the service and of those 
receiving new appointments in order that their drafts and accounts may be 
settled promptly, as at the present time it is frequently necessary to defer 
payment of drafts due to delay in receipt of bonds. In order to avoid delay, 
every officer should assure himself that his office is continuously supplied with 
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blank bond forms. The proper form should be signed by the appointee upon the 
receipt of notice of his appointment and should be mailed with as little delay 
as possible to the Department. If found to be in correct form, it will be given 
to such surety company as the appointee may indicate, to be completed and 
returned to the Department for approval by the Secretary of State. 

In order that a bond may be acceptable, it must comply with the following 
requirements: 

(a) The name of the appointee must be signed on the line at the right at 
the end of the bond, with at least one given name in full, and not with 
initials or with the given name abbreviated. In the body of the bond the 
name of the officer to be bonded should appear as it is printed in the 
Foreign Service List. 

(ob) The signature of the appointee must be made in the presence of two 
persons, who must sign their names on the two lines to the left as witnesses. 

(c) No erasures or corrections in a bond are permissible. 

(d) All blanks appearing in the bond form must be properly filled in 
except that the name of the surety company may be left blank in case the 
applicant is not absolutely certain of the exact name, since the name and. 
title must be precisely correct. 

When a signed bond with signature properly witnessed is sent to the Depart- 
ment for completion by a surety company, the Department should be notified 
of the name of the company which has been selected by the appointee for its 
execution. An annual premium, which is not allowed by law to be paid from 
Government funds, is charged the appointee by his surety company during his 
term of office. This fee is one dollar per thousand, the minimum charge being 
five dollars, i.e., a bond for five thousand or less will cost five dollars. The 
amount of the premium should be sent with the application. 

The provision in the bond that prohibits officers from engaging in business 
will be found in section XVI-4 of these Instructions. 

Not 2. When bonds are required. A bond is required from a Foreign Service 
officer, consul general, or consul whenever he receives an appointment to a new 
class in the service. A bond is not required upon a mere transfer from one 
post to another. 

It is customary to require but one bond of Foreign Service officers who are 
also consular officers, namely, that required of them as Foreign Service officers. 

A new bond is not required of an officer promoted from an unclassified to a 
new unclassified grade. 

NoTsE 3. Penalties. The penalties provided in the several classes of bonds are 
as follows: 
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Foreign Service officers, consuls general, and consuls, an amount equal to 
double the amount of the basic salary of their grade as provided by law, but not 
exceeding $10,000. . 

Nore 4. New bonds following promotion. A Foreign Service officer, except as 
explained in note 6 of this section, should, at the end of the accounting period 
during which he receives notice requiring him to take out a new bond, close his 
account under his old bond and deposit in the United States T'reasury the 
unexpended balance before any advance of funds is made to him under the new 
bond, which should be dated the day following that on which he closed the 
account under the old bond (i.e., at the end of the accounting period); or he 
may turn over the unexpended balance of his account to another bonded officer 
and take such officer’s receipt therefor, the funds to be thereafter returned to him 
and taken up in his account under the new bond. 

With regard to the procedure to be followed when it is not practicable for an 
officer to deposit the unexpended balance of his account in the United States 
Treasury or to transfer same to another bonded officer in closing his accounts 
under a change of bond, see note 4 to section XX-2. 

Note 5. Renewal of bonds as required by law. Official bonds must be renewed 
every four years after their dates. (28 Stat. L. 807; U.S.C. title 6, sec. 3.) 

When a new bond is to be filed in compliance with the law requiring the 
renewal of a bond after four years, the Foreign Service officer thus affected 
should sign the new bond and forward it to the Department sufficiently in 
advance so that proper administrative action may be taken to insure the bond’s 
becoming effective on the first day of the accounting period during which the 
old bond expires. Accounts should be closed under the old bond at the end 
of the accounting period immediately preceding the month during which the 
old bond expires; the next account will thus be opened under the new bond 
on the date such bond becomes effective (ie., on the first day of the new 
accounting period), thereby avoiding the submission of an extra set of accounts 
on the precise date of expiration of the old bond. 

The foregoing procedure regarding the filing of new bonds, both as respects 
new bonds following promotion and the renewal of bonds as required by law, is 
advocated by the accounting offices of the Government in that it simplifies the 
auditing of accounts under official bonds and will eventually result in ali bonds 
¢xpiring or being renewed at the close or beginning of an accounting period. 
The particular attention of those officers who may be affected by the provisions 
of 28 Stat. L. 807 regarding the renewal of bonds after four years is called to 
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the necessity of signing the new bonds far enough in advance in order that they 
may be dated and become effective as indicated in the preceding paragraph. 
Nore 6. Bonds must be filed promptly. Particular attention is directed to 
the fact that all Foreign Service officers promoted in the classified grades and 
noncareer vice consuls when transferred from post to post abroad must 
promptly file new bonds, the only exception in this regard being given in note 4 
of this section. This matter is of such importance, especially in protecting the 
credit of this Government abroad, that officers will readily appreciate the 
urgent necessity of a strict and prompt compliance with this requirement. 
Drafts drawn by officers who have not filed bonds can not be paid. 


ITI-15. Custody, withdrawal, and cancellation of bonds, and sureties 
on bonds 


The bonds of Foreign Service officers and the bonds of other con- 
sular officers are deposited, after their approval by the Secretary of 
State, with the Secretary of the Treasury. (Act of Feb. 23, 1931, 
sec. 16.) 

Withdrawal and cancellation of bonds. Under the rule of the 
Treasury Department, bonds, when filed with it, can not be with- 
drawn from its custody; and they are not canceled on the retirement 
of the officer from the service. ~ : 

Sureties on bonds. The sureties on bonds of salaried officers shall 
be permanent residents of the United States or a regularly authorized 
surety company incorporated under the laws of the United States or 
of one of the States, and must be approved by the Secretary of State. 
(28 Stat. L. 279.) Married women will not be accepted as sureties. 
(15 Op. Att. Gen. 472; E. O. June 8, 1931.) 


ITI-16. Foreign Service inspectors 


The provisions of section 4 of the act of April 5, 1906, relative to 
the powers, duties, and prerogatives of consuls general at large are 
applicable to the Foreign Service officers detailed for the purpose of 
inspection, who shall, under the direction of the Secretary of State, 
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inspect in a substantially uniform manner the work of diplomatic 
and consular offices. (Act of Feb. 23, 1931, sec. 17.) 

The suggestions and directions given by a Foreign Service inspector 
at the time of any inspection of a mission must be implicitly followed 
and obeyed, in the absence of contrary instructions from the Depart- 
ment of State. The chief of mission will bring the inspector’s 
directions to the attention of his successor in office. 

An officer, upon assuming charge of a mission, will accept the 
suggestions and instructions left for his predecessor as applicable to 
himself and to his own administration of the mission. (KE. O. June 
8, 1931.) 


Norse 1. Suggestions of inspectors. The suggestions and directions given by 
a Foreign Service inspector are to be filed in the correspondence under No. 
125.6. 

The Department can not impress too strongly upon diplomatic officers the 
necessity of giving their most careful attention to these suggestions, since it is 
only in this way that the purposes for which the inspection service was created 
can be accomplished. 

It must be thoroughly understood by the succeeding officer that even though 
the suggestions and instructions have been left for his predecessor, they are 
likewise applicable to himself and to his own administration of the mission. 
It is one of the first duties of a newly arrived officer to consult not only the last 
but also all letters of direction and suggestion of inspecting officers on file and 
to comply with any such as may not have been complied with up to the time 
of his assumption of charge of the mission. 


ITI-17. Language officers 


Language officers are Foreign Service officers appointed from the 
unclassified grade and assigned to certain countries for the purpose 
of studying and perfecting themselves in prescribed foreign lan- 
guages. After passing the required examinations and receiving 
therefor the promotions to which they are entitled, the officers are 
thereafter eligible for advancement in the service, without further 
examinations, on the same basis as all other Foreign Service officers. 
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Language officers receive their salaries as Foreign Service officers. 
In addition they may be provided with tuition and quarters. (E. O. 
June 8, 1931.) (See also sections IV—8 and IV-9.) 


III-18. Provisions of law in force after July 1, 1931 


All provisions of law in effect prior to July 1, 1931, relating to 
diplomatic or consular officers, or to Foreign Service officers, which: 
are not inconsistent with the act of February 23, 1931, entitled “An 
act for the grading and classification of clerks in the Foreign Service 
of the United States of America, and providing compensation there- 
for,” which included provisions relating to the organization and 
duties of the Foreign Service of the United States of America, are 
applicable to Foreign Service officers when they are designated for 
service as diplomatic or as consular officers. (Act of Feb. 23, 1931, 
sec. 28; E. O. June 8, 1981.) 


RETIREMENT OF ForrIGN SERVICE OFFICERS 


III-19. Retirement of Foreign Service officers provided by law 


The law provides for the retirement of Foreign Service officers on 
account of age or disability and authorizes the President to prescribe 
rules and regulations to give effect to the statute. The administra- 
tion of the retirement system is placed under the direction of the 
Secretary of State. (Act of Feb. 23, 1931, sec. 26; E. O. June 8, 
1981.) 


Note 1. Retired officers may not negotiate drafts. Retired and disabled 
Foreign Service officers must not draw drafts for any purpose whatsoever. 
Their retirement pay is sent them monthly, not in advance, by the Department. 

Nove 2. Activities of retired officers in their official capacity. The provisions 
of sections VIII-10, VIII-12, and XV-1, with respect to the limitations placed 
upon officers in the matter of public speeches and correspondence with the 
press, apply with equal force to retired officers. 
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ITI-20. Retirement on account of age or length of service 


When any Foreign Service officer has reached the age of 65 years 
and rendered at least 15 years of service, he shall be retired; and if 
any such officer shall have served 30 years, he may be retired at his 
own request before reaching the age of 65 years. The President may 
in his discretion retain any such officer on active duty for such period 
prior to his reaching 70 years of age as he may deem for the interests 
of the United States. (Act of Feb. 23, 1931, sec. 26d; E. O. June 8, 
1931.) 


Nore 1. Rights and duties at time of retirement. Upon reaching the pre- 
scribed age, retirement does not automatically become effective and active-duty 
pay does not cease until the close of business of the last day of the month 
during which the prescribed age is attained, unless under authority of con- 
trolling statutes the individual is retained on active duty. 

The Department has no authority to approve any travel or subsistence ex- 
penses after the date of a retired Foreign Service officer’s retirement other than 
his actual and necessary traveling expenses while proceeding home by the 
most direct route. 

With reference to the payment by the Government of transportation expenses 
for retired officers, their families and effects to their homes in the United States, 
paragraph 386 of the Departmental Supplement to the Government Travel 
Regulations provides that an officer or clerk will not be entitled to reimburse- 
ment unless such expense is incurred within one year from the date of retire- 
ment, except where specially authorized by the Secretary of State. 

The effects of retired officers may be shipped to the United States at Govern- 
ment expense at any time within one year from the date of their departure. 

The places between which actual expenses of transportation and subsistence 
may be paid by the Government in the case of a Foreign Service officer entitled 
to such expenses upon retirement from active service are the last post of duty 
and the place of his residence when appointed. 

If the actual travel is to a place other than the place of residence at the 
time of entering the service, reimbursement for expenses thereof would be 
authorized in an amount not to exceed what it would have cost if the travel 
had been to place of former residence. (4 Comp. Gen. 381.) 
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Accounts for the travel of retired Foreign Service officers from their last 
post of active duty to their homes in the United States must be presented in 
the usual form. The officer must not reimburse himself by draft for such 
expenses but must submit them in the form of a claim which will be paid 
when the account is settled. 


ITI-21. Retirement on account of disability 


Any Foreign Service officer who before reaching the age of retire- 
ment becomes totally disabled for useful and efficient service by 
reason of disease or injury not due to vicious habits, intemperance, 
or willful misconduct on his part, shall, upon his own application 
or upon order of the President, be retired on an annuity. In each 
case such disability is determined by the report of a duly qualified 
physician or surgeon designated by the Secretary of State to conduct 
the examination. Unless the disability be permanent, a like exami- 
nation is made annually in order to determine the degree of dis- 
ability, and the payment of annuity ceases from the date of the medi- 
cal examination showing recovery. The officer may thereupon be 
reassigned to active duty. 

Fees for examinations under this provision, together with reasonable 
traveling and other expenses incurred in order to submit to examina- 
tion, are paid out of the Foreign Service retirement and disability 
fund. (Act of Feb. 23, 1931, sec 267; E. O. June 8, 19381.) 


III-22. Ambassadors, ministers, and persons appointed to the 
Department | 


Any diplomatic secretary or consular officer who has been or any 
Foreign Service officer who may hereafter be promoted from the 
classified service to the grade of ambassador or minister, or appointed 
to a position in the Department of State, shall be entitled to retire- 
ment in the same manner and under the same conditions as Foreign 
Service officers, and any officer included under the act of May 24, 1924, 
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and the amendment thereto of July 3, 1926, shall be entitled to the 
benefits of the retirement provisions of the act of February 23, 1931. 
(Act of Feb. 23, 1931, sec. 26n; E. O. June 8, 1931.) 


Nots 1. Acceptance of retirement provisions not optional. Foreign Service 
officers promoted from the “ classified service” to the grade of ambassador or 
minister or to a position in the Department of State come within the provision 
of section 26(n) of the act of February 23, 1931, if the officer was, at the time 
of the promotion, in the “ classified service.” 

This also applies if the officer was promoted from the “ classified service ” to 
a position in the Department and thence to the grade of ambassador or minister, 

The salaries of officers entitled to the benefits of retirement under the 
provisions of section 26(n) of the act mentioned, are subject to retirement 
deductions. See also note 17 to section XX-9, 

As it is not optional with Foreign Service officers to accept or reject the 
benefits and obligations of the retirement act, neither may officers entitled to 
benefits under section 26(”) have any option in the matter. 


III-23. Period of service 


The period of service is computed from the date of original oath 
of office as diplomatic secretary, consul general, consul, vice consul, 
deputy consul, consular assistant, consular agent, commercial agent; 
interpreter, or student interpreter, and includes periods of service at 
different times as either a diplomatic or consular officer, or while on 
assignment to the Department of State, or on special dtity or service 
in another department or establishment of the Government, but all 
periods of separation from the service and so much of any period of 
leave of absence without pay as may exceed six months are excluded. 
Service in the Department of State or as clerk in a mission or consu- 
late prior to appointment as a Foreign Service officer may be included 
in the period of service. (Act of Feb. 23, 1931, sec. 260.) 

The President is authorized from time to time to establish, by 
Executive order, a list of places which by reason of climatic or other 
extreme conditions are to be classed as unhealthful posts; and each 
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year of duty subsequent to January 1, 1900, at such posts, inclusive 
of regular leaves of absence, of officers already retired or hereafter 
retired, shall be counted as one year and a half, and so on in like 
proportion in reckoning the length of service for the purpose of 
retirement, fractional months being considered as full months in com- 
puting such service. The President may at any time cancel the 
designation of any places as unhealthful without affecting any credit: 
which has accrued for service at such posts prior to the date of the 
cancellation. (Act of Feb. 23, 1931, sec. 264; E. O. June 8, 1931.) 


Norte 1. Clerical service may be included for retirement purposes. In figuring 
the length of service for the purpose of retirement, officers may be given credit 
for service as clerks prior to oath of office as consular or Foreign Service 
officers. 

Note 2. Unhealthful posts. The following places have been established as 
unhealthful posts for the purpose of retirement within the meaning of the law: 


Acapulco, Mexico Colombo, Ceylon 
Aden, Arabia Corinto, Nicaragua 
Alvaro Obregon (Frontera), Dakar, Senegal 

Mexico Foochow, China 
Amoy, China Georgetown, British Guiana 
Antilla, Cuba Guayaquil, EHeuador 
Asuncion, Paraguay Guaymas, Mexico 
Baghdad, Iraq Habana, Cuba * 
Bahia, Brazil Hankow, China 
Bangkok, Siam Hong Kong 
Barranquilla, Colombia Karachi, India 
Batavia, Java Lagos, Nigeria 
Belize, British Honduras La Guaira, Venezuela 
Bluefields, Nicaragua La Paz, Bolivia 
Bombay, India Léopoldville, Belgian Congo 
Buenaventura, Colombia Loanda, Angola: 
Caibarien, Cuba Lourenco Marques, Hast Africa 
Calcutta, India Madras, India 
Canton, China Managua, Nicaragua 
Cartagena, Colombia Mandéos, Brazil 
Ceiba, Honduras Manzanillo, Cuba 
Changsha, China Manzanillo, Mexico 
Chungking, China Maracaibo, Venezuela 
Cienfuegos, Cuba Martinique, French West Indies 
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Matanzas, Cuba 

Mazatlan, Mexico 

Medan, Sumatra 

Monrovia, Liberia 

Nanking, China 

Nuevitas, Cuba 

Para, Brazil 

Penang, Straits Settlements 

Pernambuco, Brazil 

Port Lim6én, Costa Rica 

Progreso, Mexico 

Puerto Barrios, Guatemala 

Puerto Cabello, Venezuela 

Puerto Castilla, Honduras 

Puerto Cortes, Honduras 

Puerto Plata, Dominican Re- 
public 

Rangoon, India 


{I-24 


Sagua la Grande, Cuba 
Saigon, French Indo-China 
Salina Cruz, Mexico 
Santa Marta, Colombia 
Santiago, Cuba 
Santo Domingo, Dominican 
Republic 

Shanghai, China 
Singapore, Straits Settlements 
Surabaya, Java 
Swatow, China 
Taihoku, Taiwan 
Tampico, Mexico 
Tananarive, Madagascar 
Tela, Honduras 
Vera Cruz, Mexico 

(HE. O. June 8, 19381.) 


The provisions of law regarding the period of service at unhealthful posts 
are retroactive to January 1, 1900, with respect to service performed at wind 
place subsequently classified as unhealthful. 

This note and the provisions of section IIIJ-23 in regard to service at un- 
healthful posts are applicable only to Foreign Service officers or Officers 
eligible to retirement under section 26 of the act of February 23, 1931; and 
reference is made to note 7(e) to section V—5 of these Instructions for infor- 
mation concerning the service of American employees at tropical posts. 


III-24. Foreign Service retirement and disability fund 


Five per centum of the basic salary of all Foreign Service officers 
eligible to retirement is contributed to the Foreign Service retirement 
and disability fund, and the Secretary of the Treasury causes such 
deductions to be made and the sums to be transferred on the books 
of the Treasury Department to the credit of the Foreign Service 
retirement and disability fund for the payment of annuities, refunds, 
and allowances. . 

All basic salaries in excess of $10,000 per annum shall be treated 
as $10,000. (Act of Feb.:23, 1931, sec. 26c.) 
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In case service in the Department of State or as clerk in a mission 
or consulate prior to appointment as Foreign Service officer is in- 
cluded in the period of service, the officer shall pay into the Foreign 
Service retirement and disability fund a special contribution equal 
to five per centum of his annual salary for each year of such employ- 
ment, with interest thereon to the date of payment compounded an- 
nually at four per centum, but such special contribution shall be 
subject to the limitations established by section 267 of the act of 
February 23, 1931. (Act of Feb. 23, 1931, sec. 260.) 

The Secretary of State submits annually a comparative report 
showing all receipts and disbursements on account of refunds, allow- 
ances, and annuities, together with the total number of persons 
receiving annuities and the amounts paid them, and also submits 
annually estimates of appropriations necessary to continue the retire- 
ment and disability system in full force. The law provides that in 
no event shall the aggregate total appropriations exceed the aggre- 
gate total of the contributions of the Foreign Service officers thereto- 
fore made, and accumulated interest thereon. (Act of Feb. 23, 1931, 
sec. 26a.) 

The Secretary of the Treasury invests from time to time in 
interest-bearing securities of the United States such portions of the 
Foreign Service retirement and disability fund as in his judgment 
may not be immediately required for the payment of annuities, 
refunds, and allowances, and the income derived from such invest- 
ments constitutes a part of said fund. (Act of Feb. 23, 1931, sec. 
269; E. O. June 8, 1931.) 


Note 1. Accounting and income tax. In regard to the manner in which 
Foreign Service officers should account for this deduction, see note 17 to section 
xxX-9. 

The total amount of a Foreign Service officer’s salary without deductions for 
the retirement fund is the amount to be included in his income tax return. 
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III-25. Period of contribution 


Those officers who retire before having contributed for each year of 
service shall have withheld from their annuities to the credit of the 
Foreign Service retirement and disability fund such proportion of 
five per centum thereof as the number of years in which they did not 
contribute bears to the total length of service; but no deductions 
shall be made from the annuities of officers who have contributed 30 
years, and no officer shall be required to contribute more than 30 
years in any circumstances. (Act of Feb. 23, 1931, sec. 26f; E. O. 
June 8, 1931.) 


ITI-26. Annuities 


Annuities are paid to retired and disabled Foreign Service officers 
under the following classification, based upon length of service, and 
at the following percentages of the average annual basic salary for 
the 10 years next preceding the date of retirement: 


Class A, 30 years or more, 60 per centum, 

Class B, from 27 to 30 years, 54 per centum, 
Class C, from 24 to 27 years, 48 per centum, 
Class D, from 21 to 24 years, 42 per centum, 
Class E, from 18 to 21 years, 36 per centum, 
Class F, from 15 to 18 years, 30 per centum. 


In computing the average annual basic salary for the 10 years 
next preceding the date of retirement, so much of an officer’s service 
as was rendered prior to July 1, 1924, in accordance with the classifi- 
cation and salaries established by laws then in effect, as it is possible 
to credit to him by applying to all such periods of service rendered 
prior to July 1, 1924, the rules for corresponding classes in the re- 
classification provisions in section 7 of the act of May 24, 1924, shall 
be considered as having been performed in accordance with the 
classifications and salaries established for Foreign Service officers in 
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section 3 of the act of May 24, 1924; but increases in annuities effected 
on July 1, 1931, under this provision shall not operate retroactively, 
and the provisions shall not be interpreted as reducing the rate of 
annuity received by any retired officer on July 1, 1931. (Act of 
Feb, 23, 1931, sec. 26e; E. O. June 8, 1931.) 


ITI-27. Separation from service before retirement 


Whenever a Foreign Service officer becomes separated ae the 
service, except for disability before reaching the age of retirement, 
or under section 33 of the act of February 23, 1931, the total amount 
of contribution from his salary with interest thereon at 4 per centum 
per annum compounded annually up to the date of'such separation 
shall be returned to him. (Act of Feb. 28, 1931, sec. 267; E. O. 
June 8, 1931.) 


Nore 1. Refunds not payable until the final accounting. With reference to 
the amount carried to the credit of an officer in the annuity fund, which is 
authorized to be refunded under section 26(1) to those officers who become 
separated from the service otherwise than for disability before reaching the age 
of retirement, the provisions of section 1766, Revised Statutes, would preclude 
the payment of any such refunds pending final settlement of such officer’s fiscal 
accounts, as such refunds represent compensation rather than annuities. (4 
Comp. Gen. 312.) 

See also note 1, section III-31. 


ITI-28. Death before retirement 


In case a Foreign Service officer dies without having reached the 
retirement age, the total amount. of his contribution with accrued 
interest is paid to his legal representatives. (Act of Feb. 23, 1931, 
sec. 262; E. O. June 8, 1931.) 


ITI-29. Death of annuttants 


In case an annuitant dies without having received in annuities an 
amount equal to the total amount of his contributions from salary 
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with interest thereon at 4 per centum per annum compounded an- 
nually up to the time of his death, the excess of said accumulated 
contribution over the said annuity payments is paid to his or her 
legal representatives. (Act of Feb. 23, 1931, sec. 262; E. O. June 
8, 1981.) 


III-30. Discontinuance of annuity 


When an annuity is discontinued before the annuitant has received 
a sum equal to the total amount of his contributions with accrued 
interest, the difference is paid to him or to his legal representatives. 
(Act of Feb. 23, 1931, sec. 267; E. O. June 8, 1931.) 


ITI-31, Retirement and disability moneys not subject to legal process 


None of the moneys mentioned in section 18 of the act of May 24, 
1924, or section 26 of the act of February 23, 1931, are assignable, 
either in law or in equity, or subject to execution, levy, or attach- 
ment, garnishment, or other legal process. (Act of Feb. 23, 1931, 
sec. 262; E. O. June 8, 1931.) 


Nore 1. Refunds—when deductions authorized. The amount of the indebted- 
ness of officers to the United States, but not the private debts of such officers, 
is properly deductible from credits in the retirement fund due the officers. 
(3 Comp. Gen. 98; 25 MS. Comp. Gen. 819, Sept. 26, 1923; 29 MS. Comp. Gen. 
$25, Jan. 14, 1924.) The only exception to the restriction placed by Congress 
on the payment of the fund to those specified in the act is the inherent right of 
the Government to appropriate the amount in the retirement fund as an offset 
against any amount due from the former officer. 

Payment of annuities authorized under section 26(e) need not be withheld 
pending final settlement of the fiscal accounts of an annuitant; but when such 
‘accounts are finally settled, a sufficient amount of the annuity payments due a 
retired Foreign Service officer should be withheld and applied to cover the 
amount of any indebtedness to the United States as determined in disallowances 
made in the final settlement of his fiscal accounts. (4 Comp. Gen. 312.) 

See also note 1, section III—27. 
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IITI-32. Recall to service 


In the event of public emergency any retired Foreign Service 
officer may be recalled temporarily to active service by the President, 
and while so serving he is entitled in lieu of his retirement allowance 
to the full pay of the class in which he is temporarily serving. (Act 
of Feb. 23, 1931, sec. 27; E. O. June 8, 1931.) 


III-33. Involuntary separation from service 


The Secretary of State is hereby authorized to promulgate rules of 
procedure for the separation of Foreign Service officers from the 
Foreign Service, in accordance with the conditions hereinafter pre- 
scribed, and also to take all measures necessary to insure equitable 
administration thereof, in conformity with the purposes of section 
33 of the act of February 23, 1931. Foreign Service officers so 
separated from the Foreign Service shall be retired from the service, 
after a hearing by the Secretary of State, upon an annuity equal to 
25 per centum of his salary at the time of retirement in the case of 
officers over 45 years of age, or in the case of officers under 45 years 
of age, with a bonus of one year’s salary at the time of his retirement, 
either annuity or one year’s salary to be payable out of the Foreign 
Service officers’ retirement and disability fund and except as herein 
provided, subject to the same provisions and limitations as other 
annuities payable out of such funds; but no return of contributions 
shall be made under paragraphs (2) or (Z) of section 26 of the act 
of February 23, 1931, in the case of any Foreign Service officer 
retired under the provisions of this section. Whenever it is deter- 
mined that the efficiency rating of an officer is unsatisfactory, thereby 
meaning below the standard required for the service, and such deter- 
mination has been confirmed by the Secretary of State, the officer 
shall be notified thereof; and if, after a reasonable period to be 
determined by the circumstances in each particular case, the rating 
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of such officer continues to be found unsatisfactory and such finding 
is confirmed by the Secretary of State after a hearing accorded the 
officer, such officer shall be separated from the service with the annu- 
ity or bonus provided in this section, but no officer so separated from 
the service shall receive the said annuity or bonus unless at the time 
of separation he shall have served at least 15 years. He shall, how- 
ever, if he has not served at least 15 years, have returned to him the 
full sum of his contribution to the annuity fund, with interest there- 
on at 4 per centum compounded annually. The benefits of this 
section, except at the option of the Secretary of State the return of 
an officer’s contribution to the annuity fund, shall not be given to 
Foreign Service officers separated from the Foreign Service on 
account of malfeasance in office. (Act of Feb. 23, 1931, sec. 33; E. O. 
June 8, 1931.) 
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CHAPTER V 


CLERKS 
V-1. Not diplomatic officers 


A special disbursing officer or a clerk has no official rank or position 
and no immunities or privileges except as a member of the diplomatic 
representative’s household. He is not to be styled secretary, attaché, 
chancellor, or to be known by any other diplomatic title. 

No official correspondence should be signed by a clerk except under 
specific instructions from the Department of State. (E. O. Mar. 8, 
1927.) 


V-2. No extra compensation as custodian of archives 


Temporary custody of the archives and property of a mission gives 
a clerk no claim to extra compensation. (E. O. Mar. 8, 1927.) 


V-3. Unofficial good offices of clerks 


Though a clerk or consular officer left in charge of the archives and 
property of a mission is prohibited from performing unauthorized 
diplomatic functions, some special emergency may make it necessary 
for him to communicate with the appropriate authorities of the country 
for the protection of American interests; but in so doing he will 
disclaim any pretension or power to act otherwise than unoflicially. 
All such cases should be immediately reported to the Department of 
State. (E. O. Mar. 8, 1927.) 
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V-4. Transfers 


A request for a transfer should not be made by a clerk directly to 
the Department of State, but through the chief of mission who will 
forward such a request under cover of a despatch giving his views 
and recommendations as to the action he wishes the Department to 
take. (E. O. Mar. 8, 1927.) 


V—5. Clerks at massions 


Clerks at missions are, so far as practicable, appointed under civil- 
service rules and regulations. (43 Stat. L. 1017; U.S.C. title 22, sec. 
56.) ‘They are frequently nominated by the diplomatic officers, but 
their appointment is subject to approval by the Secretary of State, 
and the department may fill such clerkships directly by appointment . 
from the United States or from American citizens abroad. In 
nominating persons for clerkships, diplomatic officers must give the 
qualifications of the nominees in the form prescribed by the depart- 
ment, together with the proposed amount of compensation of each 
clerk and the allowance from which paid. No clerk shall receive 
increased compensation without the authority of the Secretary of 
State. All clerks in missions shall be clerks in the Foreign Service 
of the United States of America and shall be graded and classified in 
the following manner: 

Clerks in the Foreign Service of the United States of America shall 
receive, within the limitation of such appropriations as the Congress 
may make, the basic compensations specified below: 


Senior clerks. Class 1, $4,000; class 2, $3,750; class 3, $3,500; 
class 4, $3,250; class 5, $3,000. Commissions as senior clerks will 
be issued to such clerks by the Secretary of State. 

Junior clerks. Class 1, $2,750; class 2, $2,500; class 3, all 
clerks whose compensation as fixed by the Secretary of State is 
less than $2,500 per annum. 
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Appointments to the grade of senior clerk and advancement from 
class to class in that grade shall hereafter be by promotion for 
efficient service; and no one shall be promoted to the grade of senior 
clerk who is not an American citizen and has not served as a clerk in 
a diplomatic mission or a consulate, or both, or as a clerk in the 
Department of State for at least five years. 

The Secretary of State is authorized, at posts where in his judgment 
it is required by the public interests for the purpose of meeting the 
unusual or excessive costs of living ascertained by him to exist, to 
grant compensation to clerks assigned there in addition to the basic 
rates herein specified, within such appropriations as Congress may 
make for such purpose. 

Citizenship of clerks. No clerk who is not an American citizen 
shall hereafter be appointed to serve in a diplomatic mission. (Act 
of Feb. 23, 1931, secs. 1-4.) 

Oath of office. All American clerks are required to take an oath 
of office. 

Members of diplomatic officer’s family. The appointment of mem- 
bers of a diplomatic officer’s family in his mission will be permitted 
only in exceptional cases where the expediency of such an appoint- 
ment and the qualifications of the applicant are clearly shown. 

Changes in clerical personnel. Diplomatic officers must report 
promptly to the department every change in the clerical personnel of 
their missions. 

Efficiency reports and records. The department maintains a 
system of efficiency reports and records applying to clerks, messen- 
gers, and other noncareer subordinates including consular agents, 
which shall be the basis of promotion. 

Confidential nature of reports and recommendations. The effi- 
ciency records of clerks and other subordinates are strictly confiden- 
tial, and no efficiency report or rating is to be divulged by any 
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diplomatic officer except to Foreign Service inspectors or persons 
specially authorized by the department. (E. O. June 8, 1931.) 


Notre 1. Salary, junior clerks of class 3. In the grade of junior clerk, class 3, 
the Department has established salary groups at per annum rates as follows: 
$2,250; $2,000; $1,800; $1,680; $1,560; $1,440; $1,320; $1,200: $1,080; $960; 
$840; $720; $660; $600; $540; $480; $420; $360; $300; $240; $180; $120. 

Nott 2. No change permitted in compensation of clerks without advance 
approval of Department. Diplomatic officers have no authority to make any 
change in the compensation of clerks except upon advance approval of the 
Department. This restriction applies both to promotions of clerks carried 
regularly on the staff and to the filling of vacancies in the clerical staff resulting 
from resignation or other cause. In emergencies, the Department’s telegraphic 
authorization may be requested to employ clerks temporarily to fill vacancies, 
pending subsequent confirmation and appointment. 

Norn 3. Additional compensation at expensive posis. In granting temporary 
increases in compensation to clerks, in addition to their basic salaries as 
established by law (act of Feb. 23, 1931, sec. 1), the Department necessarily 
limits its action to clerks at posts where such increases are required by the 
public interests for the purpose of meeting the unusual or excessive costs of 
living ascertained to exist (act of Feb. 23, 1931, sec. 3). It follows that it is 
not consistent with the purpose for which the appropriation is made by the 
Congress to continue payment of the additional compensation after clerks are 
removed, either by transfer or while on leave, from the special conditions 
which necessitate the increased compensation. 

Nore 4. Efficiency reports. Chiefs of mission will submit separate reports in 
duplicate on Form No. 205e without transmitting despatches on all members of 
their staffs other than officers of career. These reports should be forwarded on 
September 30 of each year. Interim reports should be submitted (1) when 
information requiring revision of reports has become available, (2) at such 
times as subordinates are transferred or leave the service, and (3) on newly 
arrived or recently appointed. subordinates as soon as a clear idea can be 
formed of their qualifications, character, and efficiency. 

Efficiency reports must be made with the greatest care in order that the 
Department may have, as a matter of record, a true description of the ability 
and efficiency of each subordinate. They must be frank, just, complete, and 
accurate. The ratings are to be given only after the most careful consideration. 
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The report itself should be an informative statement and not a mere rating 
on each of the several points enumerated in the form. In using the outline on 
page 2, only those points in which the persons reported on are notably superior 
or deficient should be mentioned. The comments made should be confined if 
possible to the form, but blank sheets may be added in special cases calling 
for extended remarks. Persons shall be rated according to the following scale: 
excellent, very good, satisfactory, unsatisfactory, very unsatisfactory. 

The triplicate copies of these reports should be kept in the confidential files 
in a sealed envelope during the incumbency of a diplomatic representative, who, 
upon resignation or change of his office, should transmit the triplicate copies of 
the efficiency reports made by him to the Department in a sealed envelope 
marked “ Confidential, For the Division of Foreign Service Personnel.” Only 
the chief of mission and such career subordinates as he may designate to assist 
him in preparing efficiency reports should have access to the file thereof. In 
no circumstances should the information called for on page 2 of the form be 
typed by noncareer subordinates. Information from these efficiency reports 
may be supplied upon request to Foreign Service inspectors or to other officers 
specifically designated by the Department. 

Nore 5. Personnel records. There should be on file in the Department for 
each member of the staff Form No. 205a, Form No. 205b in duplicate, and 
Form No. 205e in duplicate. 

It is further required that a card giving the name of person or persons to 
whom communications concerning matters of personal interest should be sent, 
a report on language qualifications, and a report on family status in duplicate 
be on file in the Department for members of the staff. The preparation of these 
reports is outlined in paragraphs (a), (0), and (d) of note 2, section III-7. 

Nore 6. Retirement eligibility of American clerks. The act of May 29, 1930, 
entitles all employees of the Department of State without the continental limits 
of the United States who are citizens of the United States, and who are not 
Foreign Service officers and thus within the purview of the retirement provisions 
of the act of February 23, 1931, to the provisions of the civil-service retirement 
system. 

The provisions of this act require that, beginning July 1, 1930, three and one- 
half per centum shall be deducted from the basic salary, pay, or compensation of 
each employee of a diplomatic or consular office who is an American citizen and 
who is not included in the retirement provisions of the act of February 23, 1931, 
for deposit with the Treasurer of the United States to the credit of the “ civil- 
service retirement and disability fund.” It should be noted that the provisions 
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of this law are mandatory and employees affected thereby can not exercise 
any choice in the matter of paying the above deduction from basic salaries. 

(a) Accounting. In accounting for deductions provided for as above, chiefs 
of mission (which officers do not have official checking accounts with the 
Treasurer of the United States) should schedule pay rolls and pay vouchers, on 
which “ civil-service retirement and disability fund” deductions appear, on the 
schedule of disbursements in the net amount paid the employee. At missions 
where there are special disbursing officers of the Department of State, which 
officers have official checking accounts with the Treasurer of the United States, 
those officers will prepare and forward their own lists of retirement-fund 
deductions. As required by the General Accounting Office, at the end of each 
month each disbursing officer making deductions on account of the retirement 
fund will transmit his check for the amount deducted to the disbursing clerk, 
Bureau of Pensions, and will transmit with his account to the Department of 
State a list in duplicate of the pay rolls and vouchers on which retirement-fund 
deductions have been made, showing therein the amount, number, and date of 
the check drawn in favor of the disbursing clerk, Bureau of Pensions. (See 
General Regulations No. 54, issued by the General Accounting Office, July 6, 
1926. ) 

(6) Past-service-credit purchases—when not mandatory. Should any em- 
ployee coming within the purview of the act of May 29, 1930, desire credit for 
past service rendered between the dates of August 1, 1920, and June 30, 1930, 
it will be necessary that such employee deposit with the Treasurer of the 
United States at Washington, D. C.; through the Department of State, to the 
eredit of the “ civil-service retirement and disability fund” a sum equal to 
two and one-half per centum of his basic salary, pay, or compensation received 
for services rendered after July 31, 1920, and prior to July 1, 1926, and three 
and one-half per centum of the basic salary, pay, or compensation for 
services rendered from and after July 1, 1926, together with interest computed 
at the rate of four per centum per annum compounded on June 30 of each fiscal 
year, but such interest shall not be included for any period during which the 
employee was separated from the service. Payment of deductions by an 
employee who is brought within the operation of the retirement law by the act 
of May 29, 1930, covering the period of prior service rendered after July 31, 
1920, and before July 1, 1930, is not mandatory, and failure to pay such deposit 
shall not deprive the employee of credit for any past service rendered prior 
to August 1, 1920, to which he would otherwise be entitled. Section 9 of the 
act, however, does not permit a beneficiary thereunder to divide the period 
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of service performed subsequent to July 31, 1920, and elect to pay for only 
such portion thereof as he may desire to have credited. 

While it is preferable that payment to cover past-service-credit purchases 
be made in one lump sum, the law provides that any employee to whom the 
act of May 29, 1980, applies may elect to make such deposits in installments 
during the continuance of his service in such amounts and under such conditions 
as may be determined in each instance by the Commissioner of Pensions. The 
amount so deposited, less one dollar for each month or major fraction thereof, 
of service after July 1, 1930, shall be credited to the employee’s individual 
account. An election to claim credit for prior service may be tendered at 
any time up to the filing of application for annuity. 

(c) Past-service-credit purchases—when mandatory. In accordance with rul- 
ings promulgated by the Department of the Interior and by the Bureau of 
Pensions, any officer or employee who, before March 27, 1922, was transferred 
from a classified position subject to the retirement laws to an unclassified 
position in the executive civil service, will be required to pay into the “ civil- 
service retirement and disability fund’ created under the provisions of section 
8 of the act of May 22, 1920, an amount equivalent to two and one-half per 
centum of his basic salary, pay, or compensation (three and one-half per centum 
by act of July 3, 1926). 

In case an officer or employee so transferred prior to March 27, 1922, has 
received a refund of deductions under the provisions of section 11 of the act 
of May 22, 1920, he shall be required to redeposit the amount refunded, together 
with appropriate interest when chargeable, before he may derive any benefit 
under the retirement law. This latter requirement, however, is optional with 
the officer or employee and need not be met unless or until he makes claim 
for annuity benefits under the act. 

In the case of an officer or employee who, under the conditions described in 
the preceding paragraph, has been transferred since March 27, 1922, deductions 
will be required from the effective date of such transfer, and in case such officer 
or employee has received a refund of deductions under the provisions of section 
11 of the act of May 22, 1920, he shall be required to redeposit, forthwith, the 
amount refunded, together with appropriate interest when chargeable. 

In order to insure uniformity in procedure, particularly in the matter of 
computing interest which, under decisions of the Comptroller General, is not 
collected in certain cases, officers and employees thus affected should make 
application to the Commissioner of Pensions for service credit for the period 
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involved, on Form 3—R-32, which will be supplied by the Department of State 
upon requisition. 

(d) Application for past-service credit. An employee, when claiming service 
credit, should be required to execute Bureau of Pensions’ Form No. 3—R-32, 
Application for Service Credit, supplied by the Department on requisition. 
Extreme care should be exercised in the execution of this form, and all informa- 
tion requested, including all periods of service under the Government since July 
31, 1920, classified or unclassified, rates of pay per annum, aggregate basic 
salary paid each fiscal year, etc., should be furnished in the minutest detail. 

In the space provided for “ Remarks,” page 1 of service-credit application, 
the applicant should state, if he desires the partial-payment plan, the amount 
he is prepared to pay each month, or each quarter; for instance, $15 each 
month or $45 each quarter. In order to lessen the bookkeeping involved in 
receiving and crediting the partial payments, the Bureau of Pensions desires 
that full payment be made in not more than 12 installments. Applications for 
service credit should be forwarded to the Department for examination and 
countersignature and further transmission to the Commissioner of Pensions, who 
will issue detailed instructions as to the required procedure in making deposits. 

(e) Tropical service. In view of the provisions of the act of May 29, 1930, 
which places those employees who have served 15 years or more in the tropics 
in the class eligible for retirement at the age of 62 years, any such Service 
performed by the employee should be so indicated.. The word “tropics” as 
used in section 1 of the retirement act of May 29, 1930, has reference to the 
area geographically situated in the Torrid Zone between the Tropic of Cancer 
and the Tropic of Capricorn. Where the place of regular employment and 
actual service is located in the tropics and leave of absence granted as an inci- 
dent thereto is spent elsewhere, no severance of the leave from the period of 
actual service will be made, but the general rule as to leave applicable to service 
rendered elsewhere will be applied. The provisions of this paragraph are not 
applicable to Foreign Service officers, whose service at unheaithful posts is 
governed by section III—23 of these Instructions and the notes thereto. 

(f) Personal history sheets. Each employee of a diplomatic or consular 
office who is an American citizen and who does not come within the retirement 
provisions of the act of February 23, 19381, whether or not he makes application 
for service credit, will prepare a personal history sheet and forward it to the 
Department for use in connection with the administration of the retirement 
act. 
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V-6. Leave of absence of clerks 


The regulations in regard to leave of absence of diplomatic officers, 
with the exception of provisions of section VI-11, are applicable to 
clerks and other employees in missions who are American citizens, 
except that the Secretary of State is authorized to establish rules and 
issue instructions consistent with law, and with due regard for the 
needs of the service, to permit chiefs of mission to grant leave of 
absence, within the provisions of the law and these regulations, to 
such clerks and employees in their missions. 

Clerks and other employees in missions who are not American 
citizens may be granted leave of absence within statutory limits 
(see section VI-8) by the chiefs of mission, who shall report the 
facts to the Secretary of State as required by section VI-6. 

In granting leave to clerks and subordinate employees, chiefs of 
mission will bear in mind that leave must not be granted when the 
absence of the clerk will interfere with the transaction of the business 
of the mission and that the absences of members of the staff will be 
so arranged that the work can be carried on without additional 
assistance. Chiefs of mission will endeavor, so far as may be consist- 
ent with the proper transaction of the business of their missions, to 
grant all or part of the leave specified in order that clerks and 
employees may have reasonable opportunity for rest and recreation. 
(EK. O. June 8, 1931.) x 


Norn 1. Home leave for American clerks. Chiefs of mission are authorized 
to grant to American clerks, within statutory limitations and in accordance 
with these regulations, without previous authorization from the Department of 
State, leave of absence with permission to visit the United States. This 
authority will be exercised only when it can be done without employing 
additional assistance and consistently with the efficient operation of the 
missions. In other cases, the prior authorization of the Department of State 
should be obtained. (See section VI-8.) 
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Notes 2. Simple and sick leave for clerks and other employees. Simple leaves 
of absence up to 30 days and not exceeding the statutory period of sick leave 
(section VI-8) may be granted to all classes of noncommissioned members of 
missions without previous authorization from the Department of State and will 
be reported in accordance with section VI-6 and notes. Chiefs of mission are 
not authorized to grant in excess of 30 days simple leave tq American clerks 
except with prior authorization of the Department of State (see section VI-8, 
note 2). Alien clerks and employees are not entitled to more than 30 days of 
vacation leave (exclusive of sick leave) in any circumstances, 

Norse 3. Length of leave discretionary. The Department.desires that all 
subordinates, whether American or foreign, shall, if their records warrant, be 
granted leave of absence in order that ample opportunity for recreation and 
rest may be afforded them, but it realizes that 30 days leave to foreign 
employees might prove excessive in comparison with local custom, and therefore 
it leaves the amount thereof to the discretion of the chief of mission, who 
should consider the needs of the office and the local conditions and customs 
with regard to leave. 

Notre 4. Arranging absences. Chiefs of mission will arrange the work of 
their missions in a manner which will permit the granting of leaves of absence 
to members of their staffs without interfering materially with the transaction 
of the business of their missions. It is desired that leaves of absence shall be 
granted in accordance with the policy explained in note 3 of this section, but 
the Department can not undertake to make provision, except in rare instances 
of emergency, for substitute employees during absences of those regularly 
employed. 

Note 5. Temporary assistance. Should it be absolutely necessary to employ 
temporary clerical assistance in the absence of a regular employee, the compen- 
sation of the temporary employee should be paid by the appropriate officer and a 
corresponding amount deducted from the compensation of the absentee, unless the 
Department specifically authorizes a special allotment for such temporary help. 
It is desired, however, that leave be granted with full compensation so far as is 
practicable, as pointed out in note 4 above, without the necessity for substitute 
employees. If a chief of mission considers a request for leave to be particularly 
meritorious, and conditions will not permit granting it without interfering 
materially with the business of his mission unless a substitute can be employed, 
he may submit the case with a full statement of facts for the Department’s 
consideration. 
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Nore 6. Transportation home. A clerk in a mission is not entitled to trans- 
portation home if he returns on leave, even though he may have resigned or 
intends to resign. He may, in case of resignation while at his post after two 
years’ service, be allowed transportation home subject to the Travel Regulations, 
but may not have leave after arrival in the United States; or he may, with the 
advance approval of the Department, be granted home leave, the resignation to 
be effective upon its termination, but without any allowance for transportation 
expenses. An officer or clerk contemplating resignation may have such simple 
leave as may be due him during the existing calendar year prior to his 
departure from his post for the United States. 

If a clerk resigns voluntarily after completing a minimum of two years of 
service, he or she will be entitled to reimbursement of transportation expenses 
subject to the limitations of the Travel Regulations in returning from the post 
and to salary for the period in transit to his or her home in the United States. 
Leave of absence after arrival in the United States under such circumstances 
will not be allowed, but the clerk may be granted home leave by the Department 
without any allowance of transportation expenses. 

For additional instructions respecting leaves of absence of clerks, see section 
VI and notes. 


V-7. Injury of clerks in line of duty 


In the event that a non-commissioned subordinate, either American 
or foreign, suffers illness or injury in line of duty, a full presentation 
to the Department of the facts may be instrumental in procuring some 
measure of relief through the agency of the United States Employees’ 
Compensation Commission, Washington, D. C. (E. O. Mar. 8, 1927.) 
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CHAPTER VI 


RESIDENCE, CHANCERY, OFFICE HOURS, LEAVES OF 
ABSENCE 


VI-1. Coat of arms and flag 


A mission is not under the same necessity of displaying a coat of 
arms and raising a flag as a consulate; but it is in most capitals 
customary to place an official shield above the principal entrance of 
the diplomatic representative’s residence, and the offices of the mis- 
sion, when these are separate from his residence, with a short flag- 
staff set above the shield on which to display the flag of the United 
States on occasions of special ceremony. (EK. O. Mar. 8, 1927.) 


VI-2. Temporary residence elsewhere than at capital 


The Department does not regard the statute (R.S., sec. 1742) as 
requiring diplomatic representatives to reside throughout the year at 
the seat of government. There are periods in every year when, by 
reason of the departure of the principal members of the government 
from the capital or from other causes, the public interests will not 
suffer should a diplomatic representative reside temporarily at some 
other place in the same country. But in such case it is expected that 
the office of the mission will be daily opened as usual for the trans- 
action of business by a secretary thereof, and that the diplomatic 
representative shall fix his place of residence at some near and con- 
venient point within the territories of the power to which he is 
accredited, whence he can without delay visit the mission whenever 
necessary and can at any moment be reached by telegraph; and he 
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will, in such case, report to the Department of State the place where 
he thus establishes himself, the day of his departure from the seat of 
government, and the day of his return thereto. (EK. O. Mar. 8, 1927.) 


VI-3. Offices 


The Department of State prescribes no fixed rules as to the offices 
for the transaction of the business of a mission. A diplomatic rep- 
resentative should in no case make any arrangement involving an 
increase of the amount of rent allotted to his mission or remove the 
offices from separate and permanent quarters to his own residence or 
vice versa without first reporting all the facts to the Department for 
its approval. (KE. O. Mar. 8, 1927.) 


VI-4. Responsibility for mission during absence of diplomatic 
representative 


During the absence of the diplomatic representative, the ranking 
Foreign Service officer, or a Foreign Service officer specifically desig- 
nated by the Secretary of State, shall assume full charge of the mis- 
sion under his bond. 

Determination of ranking officer. The ranking Foreign Service 
officer shall be determined by grade in the following order of prec- 
edence: counselor of embassy or legation, first secretary, second 
secretary, third secretary of embassy or legation. In case there are 
at the post two or more officers of the same grade, the senior officer 


shall be determined by rank in the classified Foreign Service; and in | 


the case of officers of the same grade who hold commissions in the 
' same class of Foreign Service officers, the one whose commission 
assigning him to the post bears the earliest date shall take precedence. 
(EK. O. July 1, 1931.) (See also section II-1.) 
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In order that the services of the mission may be availablé/(ta 
American citizens and others at all reasonable hours, the chancery 
shall be kept open and in charge of a responsible officer on all work- 
ing days from either 9 a. m. to 3 p. m. or from 10 a. m. to 4 p. m.,, 
according to the custom of the particular place, except Saturday, on 
which day the chancery, at the discretion of the chief of mission, may 
be closed at 1 o’clock. Luncheon hour shall be so arranged that there 
will be always present some one to attend to the needs of visitors. 

Exception shall also be made of all days which by act of Congress 
are made legal holidays in the District of Columbia, viz., New Year’s 
Day, Washington’s Birthday, Memorial Day, Independence Day, 
Labor Day, Thanksgiving Day, and Christmas Day. On these days 
the chancery may be closed, and attendance required of such person- 
nel only as the chief of mission may deem necessary to encipher and 
decipher important cable messages and to attend to any other matters 
of urgent business. 

On all national holidays of the country in which the mission is 
situated the chancery may be considered as closed for the transaction 
of business of a routine nature; but at least one secretary shall be 
detailed for duty to receive American citizens who may have urgent 
business with the mission, and such clerical assistance shall be 
available as, in the judgment*of the chief of mission, is needed to 
meet the exigencies of the day. (H. O. Mar. 8, 1927.) 


Notre. Hours of employment on Saturday. Four hours shall constitute a day’s 
work on Saturday throughout the year. (Act of Mar. 8, 1931.) 

Exceptions may be made with respect to the legal holidays referred to in 
the preceding section and holidays that may be necessary to observe in accord- 
ance with local law or custom. 
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LEAVES OF ABSENCE 


VI-6. Absence must be reported 


All absences of diplomatic officers and employees from their posts, 
whether by leave or otherwise, must be reported to the Secretary of 
State and will be regarded as part of the leave of absence authorized 
by law, during which such officers and employees may be absent with- 
out loss of salary, except as otherwise provided in these regulations. 
(12 Op. Att. Gen. 410; E. O. June 8, 1931.) 


Nore 1. Manner of reporting absences. The following rules must be observed 
in reporting absences of diplomatic officers and employees from their posts: 

Arrival and departure of commissioned officers. Diplomatic officers will 
promptly comply with the directions given in the instructions received from the 
Department of State granting them leaves of absence, with respect to reports 
required by the Department, giving dates of arrival and departure at their 
homes and at their posts. 

Officers in charge of posts will report telegraphically their departures from 


(date). 0 ois, ” ‘Whenever practicable, telegrams in regard to officers’ 
departures from their posts will be sent several days in advance of the actual 
departures. The return of such officers to their posts will be reported telegraph- 
ically by the code message “ Arrived and assumed charge ~--_______ (date) 

Annual reports of leaves of absence. As soon as practicable after January 1 
of each calendar year, the officer then in charge of each miSsion shall forward 
to the Department of State without transmitting despatch, in an envelope 
addressed to the Division of Foreign Service Administration, a 8 by 5 index 
card for each officer and employee who is an American citizen, on which Se 
be typed the following information concerning the preceding year: 


1. Name and title of officer or employee; 

2. Number of days of vacation leave taken, including dates and showing 
transit period, if any; 

3. Number of days of sick leave (with dates), if any; 

4. Number of days of leave without pay (with dates), if any. 


September, 1931 VI (4) 


» 


INSTRUCTIONS TO DIPLOMATIC OFFICERS Vii-7 


A card will be forwarded for each person who was a member of the staff of 
the office at any time during the year. 

A carbon copy of each card should be retained as an office record. 

It is of the utmost importance to every American Officer and employee that 
these cards be forwarded regularly and promptly to enable the Department 
of State to give proper consideration to applications for cumulative leave. 

Enclosed in the same envelope with these cards, the officer in charge of each 
mission will also forward, in duplicate on plain cap-size sheets, a list showing 
the number of days and the dates of the leaves of absence (vacation leave and 
Sick leave stated separately), which were granted to each alien employee of 
the office during the preceding calendar year. 


VI-7. Absence without leave 


No diplomatic officer may be absent from his post or the perform- 
ance of his duties f6r more than 10 days at any one time without 
obtaining permission from the President through the Secretary of 
State. (18 Stat. L. 77; U.S.C. title 22, sec. 124; 14 Op. Att. Gen. 
534.) This provision permitting emergency absence for not to ex- 
ceed 10 days is intended to relieve those cases of sudden emergency 
in which there is not sufficient time for communicating with the Sec- 
retary of State without endangering the health or affairs of the 
officer. 

No Foreign Service officer shall be absent from his post with pay 
for more than 48 hours without permission, except as authorized in 
these regulations (sec. VI-6). (Act of Feb. 23, 1931, sec. 22; E. O. 
June 8, 1931.) 


VI-S8. Conditions under which leaves of absence are granted 


Leave of absence is granted, within statutory limitations, at the 
discretion of the President, acting through the Secretary of State. 
Leaves of absence are of three kinds: simple leave, leave with permis- 
sion to visit the United States, and sick leave. A diplomatic officer 
must receive express permission to return to the United States, in order 
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that he may be entitled to the benefit of the statutory allowance of 
salary in transit. 

(a) Simple leave and home leave. 'The Secretary of State is au- 
thorized to grant to any officer or employee of the Foreign Service 
who is an American citizen, in accordance with law and subject to 
such rules as may be established in the interests of and with due 
regard for the exigencies of the service, not to exceed 60 days annual 
leave of absence with pay. If such officer or employee returns to the 
United States, the leave of absence granted shall be exclusive of the 
time actually and necessarily occupied in going to his residence or 
destination in the United States and in returning to his post by the 
most direct route, and such time as may be necessarily occupied in 
awaiting sailing. Any portion of 60 days annual leave not granted 
or availed of in any one year may be cumulative, not to exceed, ex- 
clusive of time in transit and awaiting sailing, 120 days in three 
years or 180 days in four years. (Act of Feb. 23, 1931, sec. 22.) | 

(6) Employees not American citizens. Employees, not American 
citizens, may be granted not to exceed 30 days leave of absence with 
pay in any one year. (Act of Feb. 23, 1931, sec. 22.) Such leave 
shall not be cumulative. 

(c) Leave on account of illness. The Secretary of State is also 
authorized to grant to any officer or employee of the Foreign Service 
on account of personal illness or on account of exposure to a conta- 
gious disease which would render presence at a post of duty hazard- 


ous to the health of fellow employees, sick leave of absence with pay — 


at the rate of 15 days a year, the unused portion of such sick leave to 
be cumulative not to exceed 120 days. (Act of Feb. 23, 1931, sec. 22.) 

(d) Leave without compensation. If consistent with the public 
interest, leave of absence for good reason may be granted without 
compensation for a longer time than that stipulated in these regula- 
tions for leave of absence with pay. 


September, 1931 VI (6) 


» 


INSTRUCTIONS TO DIPLOMATIC OFFICERS VI-8 


(e) Transit period. Salary will not be paid for more than one 
transit period in any one calendar year (10 Comp. Dec. 465; 11 Comp. 
Dec. 123) except that when all or a part of a transit period occurs in 
a calendar year other than that in which the leave of absence was 
taken, it will not impair the right of the diplomatic officer to another 
transit period during that calendar year if leave should be granted. 
(14 Comp. Dec. 61; E. O. June 8, 1931.) 


Note 1. Home leave. Leave of absence for American officers and employees, 
with permission to visit the United States, within statutory limits as stated in 
section VI-8 of these regulations, will not, as a rule, be granted more often than 
once in every two calendar years. Applications for this class of leave to be 
taken in two consecutive calendar years will be granted when circumstances 
such as illness or other strong considerations are regarded as warranting an 
exception to the general practice stated above; and each such application will 
be decided upon its merits, on the basis of the facts presented. 

Note 2. Simple leave. Simple leave of absence for American officers and 
employees, that is, vacation leave taken at an officer’s post, or elsewhere, but 
without allowance for travel as is incident to leave with express permission to 
visit the United States, is usually limited to 80 days in any calendar year. An 
officer’s illness, poor health conditions at his post, or any exceptional circum- 
stances believed by an officer to warrant the granting to him of simple leave in 
excess of the usual 30 days, within statutory limitations, will receive appropriate 
consideration in acting upon applications for this class of leave. 

Notre 3. Leave after arrival at new post. Leave of absence will not be 
granted to an officer or employee within six months after his arrival at a new 
post, except in the case of illness, or when, in the opinion of the Department, 
leave within this period is merited by the circumstances of the officer’s or 
employee’s transfer and the exigencies of the service permit it to be granted. 

Notre 4. Salary and custody of Government property while on leave. In 
regard to salary while on leave, see “ Chapter XX, Accounts and Returns.” 

See section 10 of Diplomatic Serial No. 1036, January 8, 1931, Revised as of 
May 11, 1931, with respect to transfer and custody of Government property 
during leaves of absence. Also see H.O. 5624 of May 15, 1931 (item 25), and 
sections XVII-1 and XVII-2 of the Instructions to Diplomatic Officers. 

Note 5. Computation. Sundays and holidays falling within a period of leave 
are counted as part of the leave, while Sundays and holidays occurring 
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immediately at the beginning or end of a period of leave are not so counted, 
provided the employee is within his district on such Sundays and holidays. 

While salary is paid on the basis of 30 days to the month, leave is computed 
on the basis of actual days, including Sundays, holidays, and the 31st day of 
the month. If, therefore, an employee who has been granted 80 days simple 
leave of absence commencing July 1 remains away from duty for the entire 
month of July, one day of leave shall be without salary and deduction made 
from his compensation. If leave granted for 30 days begins on July 16, it 
will expire on August 14. Similarly, only 28 days leave, except in leap year, 
would be charged against leave in February. 

Note 6. Advance compensation... Section 3648 of the Revised Statutes pro- 
hibits the advance of public money for any purpose. Compensation must not, 
therefore, be paid in advance for any period of leave. 

Note 7. Leave on account of illness. Leave of absence granted under author- 
ity of section VI-8(c) should be verified by appropriate medical certificates, or 
if it is impracticable to procure such certificates, by affidavits of the interested 
persons or other competent evidence of the facts, copies of which shall be 
submitted to the Department and copies also attached to the salary account. 
This evidence will be filed also in the office dossier of the officer or employee 
to whom the leave was granted and may be called for by the Department of 
State at any time. 

Note 8. Resignation before one year’s service. Employees who resign before 
the expiration of one year’s foreign service may not be granted the full 
statutory period of 80 days simple leave but may be granted leave at the rate 
of 2% days per month of service. 

Note 9. Leave with transit time. While the granting of simple leave does not 
carry with it the privilege of transit in addition thereto, this leave may be 
availed of in the United States provided the total absence from duty shall not 
exceed the amount of simple leave actually approved. 

Note 10. Cumulative leave. Section 22 of the act of February 23, 1931, and 
particularly that part of the section authorizing any portion of the annual 
leave not granted or availed of in any one year to become cumulative, enables 
the Secretary of State in his discretion and subject to such regulations as may 
be issued by the President, to grant to every officer and American employee 
adequate leaves of absence. However, until sufficient personnel in the Foreign 
Service is available to make it practicable for the Department to grant the 
maximum amount of leave authorized by the statute, it will probably be 
impracticable to grant such maximum leave to officers and American employees 
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except in cases of unhealthful conditiong prevailing at their posts, their illness 
or that of their immediate families, or other extraordinary circumstances. 
Therefore, application for cumulative leave (in excess of 60 days) should not 
be made unless the accumulation requested covers a period of three or four 
ealendar years. 


VI-9. Leave of absence discretionary with President 


The statutes limit the period of an officer’s or employee’s absence 
from his post, but do not require that he be given leave of absence 
each year. (Act of Feb. 28, 1931, sec. 22.) The President, acting 
through the Department of State, will determine in each case whether 
an officer or employee may be absent. (HE. O. June 8, 1931.) 


VI-10. Applications for leave of absence 


Every application for leave of absence shall contain full informa- 
tion with respect to the number of days and the character of all leave 
of absence taken by the applicant during the preceding calendar 
year and for any prior years which are the basis of a request to be 
granted accumulated leave, and reference will always be made to 
official correspondence relating to previous leaves of absence shown in 
the application. Every such application will state specifically 
whether the applicant wishes to come to the United States (see sec- 
tion VI-8). (E. O. June 8, 1931.) 


Note 1. Contents and manner of transmitting applications for leaves of 
absence. All applications for leave of absence will be made in despatches, 
submitted in duplicate and forwarded by mail, unless for any reason an officer 
desires to telegraph his application, in which case the cost of the telegram and 
the reply will be borne by him personally. 

See chapter XX regarding salaries and methods of payment to officers and 
employees on leave of absence. 

Nott 2. Home leave of absence subject to previous authorization by 
Department. In all cases, except in emergencies, requests for leave of absence 
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with permission to visit the United States should be referred to the Department 
for its advance consideration and approval. 

Note 3. Leave of absence following arrival at new post. Leave of absence 
will not be granted to an officer or employee within six months after his arrival 
at a new post, except in the case of illness or other special circumstances. 


VI-11. Home leave under orders 


The Secretary of State is authorized, whenever he deems it to be 
in the public interest, to, order to the United States on his statutory 
leave of absence any Foreign Service officer who has performed three 
years or more of continuous service abroad. The expenses of trans- 
portation and subsistence of such officers and their immediate families, 
in traveling from their posts to their homes in the United States and 
return, shall be paid under the same rules and regulations applicable 
in the case of officers going to and returning from their posts under 
orders of the Secretary of State when not on leave. While in the 
United States the services of such officers shall be available for such 
duties in the Department of State as the Secretary of State may 
prescribe, but the time of such duties shall not be counted as leave. 
(Act of Feb. 23, 1931, sec. 22; E. O. June 8, 1931.) 


VI-12. Hacess travel tume 


A diplomatic officer traveling on leave with permission to visit the 
United States is not entitled to salary in transit for any time in 
excess of that actually and necessarily occupied in proceeding by 
direct route and generally adopted method of transport from his post 
to his place of residence or destination in the United States, or vice 
versa, and such time as may be necessarily occupied in awaiting 
sailing, except when complying with specific orders issued by the 
Department of State (section VI-8). (Act of Feb. 23, 1931, sec. 22; 
E. O. June 8, 1931.) | 
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VI-13. Resignation in the United States 


The right to. compensation of a Foreign Service officer who resigns 
while in the United States on leave of absence terminates with the 
date of the acceptance of the resignation, or the lapse of his statutory 
leave, whichever first occurs. (EK. O. June 8, 19381.) 


Notre. The same rule applies with respect to an ambassador, minister, or other 
diplomatic representative, except when his successor is received by the govern- 
ment to which he is accredited before the expiration of the leave of absence of his 
predecessor, in which case the salary of the latter ceases. 


VI-14. Eautra compensation prohibited 


Except as otherwise provided by statute, the compensation allowed 
by law to the various diplomatic and consular officers is in full for all 
the services rendered and for personal expenses incurred by the per- 
sons respectively for whom such compensation is provided, of what- 
ever kind such services or personal expenses may be, or by whatever 
treaty, law, or instruction they are required; and no allowance, other 
than such as may be specifically provided by law, is made in any case 
for the outfit or return home of any such officer or person. (R. S. 
1743; U.S.C. title 22, sec. 125; E. O. June 8, 1981.) 


VI-15. Procedure to be observed when visiting a neighboring capital 


When an American diplomatic officer abroad visits the capital of 
a third country he should at once make his presence known to the 
American representative by calling on him. If his stay is to be 
more than transitory, it would seem advisable to call on the represen- 
tative of the country to which he is accredited. 

Any calls upon officials of the country, except those of a purely 
personal character, should only be made upon the recommendation 
of the resident American representative. The latter will have the 
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necessary appointments made, and either accompany the visiting 
representative or send a secretary to make the presentations. Such 
arrangements should be volunteered when circumstances warrant, and 
never solicited. 

Caution. Should conditions be unsettled, or should any political 
tension exist, a diplomatic officer should not visit a third country 
without reporting his impending visit to the American mission in that 
country and being guided by its advice. (E. O. Mar. 8, 1927.) ‘ 


VI-16. Transportation on American steamers 


All officers and employees entitled by law to transportation of 
themselves and family and effects should hereafter make use of 
American vessels for the transportation of themselves, their families 
and effects, when such vessels are available. If there is no American 
vessel available and transportation is purchased on a foreign vessel, 
the statement of travel expenses submitted by a diplomatic or con- 
sular officer must be accompanied by a detailed statement signed by 
the officer explaining the facts and efforts made by him to obtain 
transportation on an American vessel. (E. O. Mar. 8, 1927.) 


Nore. See “Chapter XX, Accounts and Returns,” section 17, note 2, in 
further relation to the use of American vessels. 
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Where the whole despatch appears to the writer to be necessarily 
of a reserved or secret character, it should be conspicuously marked 
“ Confidential for the Secretary and Undersecretary.” (C. I. July 
1, 1921, Dip. Ser. 47.) 

This should not be construed as meaning that the usual political 
reports or even confidential reports should be designated as “ Confi- 
dential for the Secretary and Undersecretary.” The designation 
should only be used in rare instances and on reports made by the 
chief of mission on very confidential political matters and should 
embrace the impressions made upon him by political changes and 
events, and by intercourse, official and social, which may be had with 
his colleagues and leading persons of the country to which he is 
accredited. These reports should be dictated or written personally 
by the chief of mission and with the understanding that upon their 
receipt in the Department they are sent directly and immediately to 
the Secretary and Undersecretary. (EH. O. Mar. 8, 1927.) 


VIII-8. Private correspondence with the Department of State 


While private letters to the Secretary of State or to officers of the 
Department are sometimes, if judiciously used, of great value, diplo- 
matic officers are cautioned against depending on private letters for 
giving information to the Department. Any letter or matters in- 
volving action by the Department should invariably be followed by 
an official despatch. (KE. O. Mar. 8, 1927.) (See notes 1 and 2 to 
chapter XVIII.) 


VIII-9. Correspondence with other Departments 


No correspondence will be held by diplomatic representatives of 
this Government with any Department other than the Department of 
State. This injunction is especially applicable to communications to 
or from subordinates of other Departments. This rule is, however, 
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not intended to prohibit a diplomatic representative from answering 
any reasonable inquiry of an- officer of another Department which 
may not have been referred to the Department of State. He may, if 
circumstances permit, answer such inquiries without awaiting special 
instructions. In so doing he should send his reply, unsealed and 
accompanied by a copy for the files, to the Secretary of State, who 
will decide whether, and how, it shall be forwarded to the person. 
addressed. (E. O. Mar. 8, 1927.) 


Note. See notes to section XV-3 in relation to form letters recommending to 
the good offices of the customs authorities persons entitled to free entry upon 
arrival in the United States or persons of prominence to whom it may be 
deemed advisable to issue laissez-passer. 

Also see section 118 of the Consular Regulations. 


VIII-10. Correspondence on public affairs 


The attention of diplomatic officers is especially called to the pro- 
vision of law (R.S., sec. 1751) by which they are forbidden to cor- 
respond with any newspaper or other periodical, or with any person 
other than the proper officers of the United States, in regard to the 
public affairs of any foreign government. Nor are they to corre- 
spond with them in regard to any matter which may be a subject of 
official correspondence or discussion with the government to which 
they are accredited. It is forbidden to diplomatic officers to partici- 
pate in any manner in the political concerns of the country of their 
residence; and they are directed especially to refrain from public 
expressions of opinion upon local political or other questions arising 
within their jurisdiction. (E. O. Mar. 8, 1927.) 


Note 1. Controversial political issues. The Department has observed a grow- 
ing tendency on the part of a certain type of organization to request prominent 
persons to express their views on controversial political issues. It would seem 
desirable for any diplomatic officer receiving a questionnaire of this nature from 
an organization or private person for personal expressions of opinion of the 
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nature indicated to limit his reply to a simple acknowledgment and a courteous 
suggestion that the inquiries be addressed to the Department of State. This 
procedure is deemed advisable inasmuch as replies embodying the personal 
opinions of diplomatic officers might be used in a manner not contemplated by 
the writer in support of possible opposition to decisions previously reached by 
the appropriate authorities of the Government. 

Notes 2. Speeches, interviews, and articles prepared for publication by repre- 
sentatives of other departments. It seems eminently proper that the repre- 
sentatives of the various departments of the Government of the United 
States, when assigned to duty in the same country as a mission, be guided 
by the mission as to the character and acceptability of speeches, interviews, 
or articles prepared for publication in that country. Such representatives 
should be advised accordingly and requested to submit copies of any inter- 
views, press articles, or speeches to the chief of mission before publication 
or delivery. 

Nore 3. Employees should not engage in political activities. No person em- 
ployed in a mission or consulate, whether an American citizen or a citizen of 
another country, should engage in political activities of any kind, either in favor 
of or against the administration of the country in which he is serving. Chiefs 
of mission will caution the members of their staffs against engaging in active 
politics, by use of their names or otherwise, in connection with any political 
group or party so long as they are in the employ of the Government of the 
United States. 

Notes 4. Officers and employees should not act as correspondents of newspapers. 
The Department disapproves of diplomatic and consular officers and employees 
in the Foreign Service acting as correspondents of American or foreign news- 
papers, press syndicates, and associations, unless such employment is specifically 
authorized in a particular case. . 


ViII-11. No copies of correspondence to be retained 


No diplomatic officer should retain or carry away with him drafts 
or copies of his official correspondence. It has sometimes happened— 
and may at any time happen—that on the death of the possessor of 
such copies they pass into the hands of others not so scrupulously 
observant of their confidential character. (KE. O. Mar. 8, 1927.) 
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VITI-12. Unauthorized publication 


Under no circumstances should any public or official paper be pub- 
lished without the express consent of the Department of State. 

Diplomatic officers, however, are encouraged to devote their leisure 
time to the preparation of articles or studies on appropriate subjects 
(for example, on subjects of an economic or historical character, or 
on matters pertaining to international law). The Department has 
established a committee to consider articles for publication which 
may be submitted, to determine whether they should be published 
for the Department’s special use, for confidential purposes, or re- 
leased for commercial publication. (E.O. Mar. 8, 1927.) 


Note. Articles for publication should be submitted to chief of mission. Offi- 
cers and employees who desire to send manuscripts of books or articles to the 
United States for publication should first submit them to the chief of mission, 
who may in his judgment refer them, accompanied by an official despatch, to 
the Secretary of State for examination. The Department will then exercise 
its discretion as to the propriety of permitting their publication either as a 
whole or in part and will duly inform the chief of mission of its decision. 
Manuscripts emanating from belligerent countries should first be submitted to 
the local military censorship for approval, and the fact that such approval has 
been obtained should be referred to in the despatch to the Department. 


VIII-13. Cooperation in preparation of reports 

The following regulations have been specifically prescribed by the 
President for the guidance of the representatives of the Government 
of the United States in foreign countries with a view to giving unified 
direction to their activities in behalf of the promotion and protection 
of the commercial and other interests of the United States, insuring 
effective cooperation, and encouraging economy in administration. 

Whenever representatives of the Department of State and other 
departments of the Government of the United States are stationed 
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| in the same city in a foreign country they will meet in conference at 
) least fortnightly under such arrangements as may be made by the 
chief diplomatic officer or, at posts where there is no diplomatic 

officer, by the ranking consular or other officer. 


) 


))) 
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CHAPTER X 
CITIZENSHIP 


X-1. Laws and procedure respecting citizenship 


Embassies, legations, and other missions are hereby authorized to 
follow the instructions pertaining to citizenship set forth in Article 
X of the Consular Regulations. (HH. O. February 5, 1931.) 


Notr. As procedure respecting citizenship changes constantly, requiring the 
reprinting of instructions on the subject, it has been deemed expedient, in 
order to avoid the duplication of such instructions, that embassies, legations, 
and other missions follow the instructions pertaining to citizenship contained 
in Article X of the Consular Regulations. 

Questions respecting citizenship more frequently arise in relation to pass- 
ports, and it will be borne in mind that only those embassies, legations, and 
other missions, and those consular offices specifically authorized to do so by 
the Department of State may issue passports, and that such embassies, lega- 
tions, and other missions have been heretofore authorized to follow the instruc- 
tions pertaining to the issuance of passports, set forth in Article X of the 
Consular Regulations. (See Chapter XII of these Instructions. ) 


february 5, 1931. X (1) 
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(d) Persons traveling on official business for their governments who are 
not entitled to diplomatic visas and who are not bearers of diplomatic pass- 
ports should be granted visas under section 3(1) of the Immigration Act of 
1924 by a consul general, consul, or vice consul, unless it is deemed expedient 
that the visas be granted by the mission as a special courtesy. Where a consul 
general, consul, or vice consul is not stationed in the capital, visas for govern- 
ment officials may be issued by the mission. Before issuing a visa under section 
8(1) as above provided, care should be taken by the mission to ascertain whether 
the applicant has been refused a visa of any kind by a consular officer. If such 
should be the case, a full report of all the circumstances of the case should 
be transmitted to the Department, by telegraph if necessary, and the visa 
withheld pending the receipt of the Department’s instructions. 

(e) When a diplomatic visa or an official visa under section 3(1) is issued, 
Form 257-Consular should be completed so far as possible from data available, 
and a report of such issuance submitted on Form 258-Consular to the quota- 
control officer of the quota to which the alien would have been charged if he 
had been a quota immigrant. The issue of diplomatic visas should be separately 
reported on the form mentioned immediately under the words “ Nonimmigrant 
visas” and above the words “ Number under sec. 3(1).” 

(f) An applicant who presents a diplomatic passport for visa at a consulate 
general, consulate, or vice consulate will be courteously referred to the mis- 
sion. Should there be no diplomatic mission in the country, the consular 
officer to whom a diplomatic passport is presented may issue a gratis visa under 
section 8(1) of the act of 1924. 

(g) The general requirement that an applicant for a visa should appear in 
person may be waived in the discretion of the chief of mission in the case of an 
applicant for a diplomatic visa or an Official visa issued under section 3(1) of 
the act of 1924. 

(h) Cases in which the diplomatic status of the applicant or his status as 
a government official within the meaning of section 3(1) of the act is not 
immediately evident, should receive particular scrutiny in view of the fact that 
there are certain administrative difficulties incident to the institution of deporta- 
tion proceedings in the cases of aliens who have been admitted to the United 
States in a diplomatic status or as government Officials. 

If there is any doubt as to the status of an applicant for a diplomatic visa 
or a visa under section 3(1), the visa should be issued only at the request 
of the Foreign Office if the alien is in his own country, or of the mission of 
the country to which he owes allegiance, if abroad. When the bona fides of an 
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applicant for a diplomatic or official visa is doubtful, although not on grounds 
which are strong enough to warrant representation to the Foreign Office or 
the refusal of the visa, or when despite the assurances of the Foreign Office 
a person does not appear to possess the status claimed by him in his applica- 
tion for such visa, the Department should be informed of the facts by con- 
fidential despatch, or by telegraph in the discretion of the chief of mission, 
and the visa withheld pending the receipt of the Department’s instructions. 

(i) Weekly reports of the issuance of diplomatic visas shall be submitted 
to the Department by mail in the form of despatches. Such reports should 
state the full name of the person to whom the visa was issued, the country 
of his birth, the number, date, and issuing authority of the diplomatic pass- 
port carried by him, his official rank or office, the approximate date of arrival 
in the United States, and the name of the vessel and port of entry. 

(j) Alien relatives and servants of American Foreign Service officers and 
other United States Government officials may not be granted diplomatic visas 
or official visas under section 8(1) of the act of 1924 for the reason that they 
hold no diplomatic or official status under a foreign government. 

(k) The form for a diplomatic visa shall be as follows: 


DIPLOMATIC VISA 


(Country) 


For the journey to the United States 


Visa valid for presentation at United States ports at any 
time during twelve months from date provided passport con- 
tinues to be valid for such period. 


Rubber stamps bearing the above seal form may be procured by requisition 
from the Department and in no case should be ordered from local concerns 
abroad. 
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committees of Congress and, under proper circumstances, to inter- 
ested organizations and individuals. 

With the above-mentioned object in view, the Department will 
expect to receive from its diplomatic officers, at such times as the 
occasion warrants, reports describing in detail the outstanding cases 
in which the diplomatic missions have furnished protection and aid 
to American commercial interests. (HE. O. Mar. 8, 1927.) 


ALI-8. Claims 


The interposition of diplomatic representatives is often asked by 
their countrymen to aid in the collection of claims against the gov- 
ernment to which they are accredited. If the claim is founded in 
contract, they must not intervene without specific instructions to do 
so. If it is founded in tort, they will, as a rule, in like manner seek 
previous instructions before intervening, unless the person of the 
claimant be assailed or there be pressing necessity for action in his 
behalf before they can communicate with the Department of State; 
in which event they will communicate in full the reasons for their 
action. (HE. O. Mar. 8, 1927.) 


Al-9. Destitute Americans 


There is no appropriation or authority for the relief by a diplo- 
matic representative of a distressed citizen of the United States or 
for furnishing him transportation home. 

The occasion may arise when the Department will instruct a dip- 
lomatic officer by telegram to pay an individual money for relief 
purposes. As a matter of economy the following form will be used: 


Amembassy, Amlegation 
Place) 


ET OC ng a 


(Signature) 
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It will be understood by the officer receiving the instruction that 
he is to draw on the Secretary of State for the amount named, and 
pay the proceeds of such draft to the beneficiary taking a receipt 
therefor in triplicate and rendering a separate account. All drafts 
must show the date of the instruction and the name of the bene- 
ficiary. 

The accounts together with the beneficiary’s receipt in duplicate 
should be transmitted to the Department as promptly as possible 
after payment. (EK. O. Mar. 8, 1927.) 


Note. Use of Official title. Diplomatic officers should refrain from signing 
books or documents presented by persons unknown to them, which might 
subsequently be used by such persons to seek contributions or for other improper 
purposes, and officers should not use any official stamp or seal on other than 
official papers. 


Al-10. Social relations 


Though the social relations of a diplomatic representative to his 
own countrymen resident in or visiting the capital where he resides 
should be cordial, the latter have no claim upon his hospitality re- 
quiring him to assume expenses or burdens not in accord with his 
official duties or compensation. (E. O. Mar. 8, 1927.) 


AI-11. Letters of introduction 


In the course of its routine business the Department not infre- 
quently issues, at the instance of members of the Cabinet, Senators, 
Representatives, etc., letters introducing to the diplomatic and con- 
sular officers, American citizens about to proceed abroad. ‘These let- 
ters are general in character, and call for no service by the diplo- 
matic or consular officers other than that which they are expected 
to give to all American citizens in the country to which they are 
accredited. 7 
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It is not intended by such letters to give the Department’s specific 
endorsement to the enterprises in the furtherance of which the 
bearers may go abroad, or that diplomatic and consular officers 
should regard themselves as instructed to give active support to 
the projects. 

Diplomatic and consular officers will understand, and will. act 
accordingly, that when it is the desire of the Department that they 
should aid officially or personally in the promotion of any particular 
undertaking on the part of the citizens of the United States, separate 
instructions, specifically authorizing and directing them to do so will 
be issued by the Department. (EK. O. Mar. 8, 1927.) 


Note. Assistance to be extended representatives of legitimate American 
interests. Diplomatic officers will extend to responsible representatives of 
legitimate American interests, without discriminating between competing 
American interests, such assistance as may be consistent with their other 
duties and their diplomatic character (see sections VIII-10, XI-1, XI-7, XI-10, 
XI-11, XVI-4, and XVI-7). The Department must of course rely largely on the 
good judgment and sense of propriety of diplomatic officers as to the form of 
proper assistance. Such assistance normally may include aid in the establish- 
ment of contacts, the giving of information, and the making of judicious sug- 
gestions, but officers will carefully avoid acting as intermediaries or partici- 
pating in private business transactions or taking responsibility for decisions 
of the private American interests concerned. 

In this relation, reference is made to the third subparagraph of section 
XI-11. It should be noted that the statement constituting this subparagraph 
relates specifically to letters of introduction given to citizens of the United 
States by the Department. It should therefore not be construed by officers 
as a statement of policy concerning the assistance to be rendered representa- 
tives of legitimate American interests. 

For further instructions on the subject, see Diplomatic Serial No. 681, 
December 28, 1927. 
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XI-12. Presentation of American citizens at foreign courts 


It is the policy of the Department of State not to take any part in 
matters concerning the presentation of American citizens at foreign 
courts, but to leave such matters entirely to the discretion of the 
ambassadors and ministers in consultation with the officials in charge 
of such ceremonies. 

The chief of mission must necessarily be sponsor for the persons 
presented and, having before him the names of all Americans seeking 
presentation, is best acquainted with the qualifications of the appli- 
cants to meet the conditions and terms prescribed by the particular 
court. (E. O. Mar. 8, 1927.) 


Note. Invitations to events in the United States. Diplomatic officers are 
forbidden to act as the medium of transmission to foreign governments, of- 
ficials, or private persons of invitations to events in the United States unless 
such invitations are forwarded through the Department of State. In con- 
formity with this rule, diplomatic officers will return such invitations when 
they are received directly from correspondents and suggest that they be for- 
warded through the Department of State. 
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CHAPTER XV 
PUBLIC ADDRESSES, TESTIMONIALS, ETC. 
AV-I. Speech making 


Diplomatic officers should be careful not to allude in any public 
address to political issues pending in the United States or elsewhere. 

Subordinate officers should refrain from making speeches, unless 
upon exceptionally festal occasions, or unless specifically authorized 
by the chief of mission. (E. O. Mar. 8, 1927.) 


Nors. Public speeches by retired officers. The provisions of sections XY-1, 
VIII-10, and VIII-12, with respect to the limitations placed upon officers in 
active service in the matter of public speeches and correspondence with the 
press, apply with equal force to officers who are retired under the provisions 
of the act of May 24, 1924, and February 28, 1931. The manuscripts of books 
and articles prepared for publication by retired officers in their official capacity 
should likewise be handled through the Department in accordance with the 
provisions of section VIII-12. 


AV-2. Copies of speeches to be sent to the Department 


Whenever diplomatic or consular officers of the United States have 
occasion to deliver speeches or addresses, however informal, whether 
in the presence of Americans or foreigners, abroad or in the United 
States while on leave of absence, or otherwise, it is desired that copies 
thereof be promptly transmitted to the Department by despatch. 
This instruction is intended to include not only public addresses but 
speeches made at luncheons, dinners, or on other similar occasions. 
In cases where an officer has spoken extemporaneously or without 
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notes, it is desired that a close réswmé of his remarks be forwarded 
to the Department. 

The Department’s desire is to be in possession of the authentic 
texts or réswmés of such speeches or addresses as promptly as pos- 
sible in order that it may be in a position, should occasion arise, as is 
frequently the case, to correct inaccurate reports of remarks made 
by American diplomatic or consular officers. (EH. O. Mar. 8, 1927.) 


XV-—3. Issuance of letters of introduction, testimonials or other 
credentials 


Diplomatic and consular officers are directed to refrain from the 
issuance of any general letters of introduction or letters of recom- 
mendation or testimonials or other credentials of whatever nature to 
private persons not in the service of this Government. (H. O. Mar. 
8, 1927.) 


Nore 1. Form letters recommending certain persons to the good offices of the 
customs authorities. Chiefs of mission are authorized to issue letters only on 
the forms furnished for the purpose, and only in general to those persons who 
because of their official status would be entitled to the privileges of free entry 
upon arrival at a port of the United-States. 

Notn 2. Persons entitled to free entry under the Customs Regulations. A 
diplomatic passport bearing a diplomatic visa does not of itself entitle the 
bearer to the free entry of his baggage and effects upon his arrival in the United 
States. The Customs Regulations of the United States provide that— 


The privilege of free entry is extended to the baggage, and other effects of 
the following officials, their families, suites, and servants; 

Foreign ambassadors, ministers, chargés d’affaires. 

Secretaries and naval, military, and other attachés at embassies and lega- 
tions, high commissioners and consular officers accredited to this Government 
or en route to and from other countries to which accredited and whose Govern- 
ments grant reciprocal privileges to American officials of like grade accredited 
thereto. 

Similar representatives of this Government abroad including consular officers, 
returning from their missions. 
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Other high officials of this and foreign Governments, and such distinguished 
foreign visitors as may be designated by the Department of State. 

Application should be made to the Department of State for the free entry of 
the baggage of, and extension of courtesy to, all foreign ambassadors and other 
foreign officers. Diplomatic and consular officers of the United States return- 
ing from abroad will be accorded the usual customs courtesies and free entry 
privileges upon production of their credentials. 


As the Customs Regulations provide for the extension of the usual customs 
courtesies and free-entry privileges to American diplomatic and consular officers 
upon production of their credentials, those officers will refrain from requesting 
such courtesies and privileges in advance of their arrival in the United States. 

Diplomatic officers will also refrain, as a rule, from writing or telegraphing 
to the Department requesting customs courtesies for officials of foreign govern- 
ments. Requests of this nature should be made through the foreign missions at 
Washington. In order to obviate any ground for complaint for failure to re- 
ceive customs courtesies, a circular note was addressed to those missions un- 
der date of December 3, 1928, asking that the Department of State be advised 
as far in advance as possible of the approximate dates of arrival of foreign 
diplomatic and consular officers and other high officials of the respective govern- 
ments in order that the Department might request that appropriate courtesies 
be extended. However, if in certain cases officers believe that friendiy rela- 
tions between the United States and the governments to which they are ac- 
credited would be furthered by facilitating the entry of prominent foreign 
visitors or by acccrding customs courtesies to an official whose government has 
neglected to make the request referred to, they may communicate with the 
Department, explaining the reasons why special treatment should be accorded. 

Nott 3. Laissez-passer. An occasion may arise when a chief of mission 
may deem it advisable to issue a laissez-passer to a citizen of prominence of 
a foreign country who may not come within the category referred to in note 2, 
In such a case, the chief of mission is authorized, in his discretion, to issue 
a laissez-passer, using the prescribed form. 
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The form referred to in notes 1 and 3 is as follows: 


EMBASSY (OR LEGATION) 
OF THE UNITED STATES OF AMERICA 


SERRE tk RE a OS oe lat ck i ela oo Bt presents his compliments to the chief 
Omeers Ol “customs | Allo lot ae a and hereby recommends to their 
good. offices the bearer of this fetter--_--_-_--____._--___ who is traveling to 

(SEAL) 


The forms as issued shall be numbered, beginning with No. 1 for each new 
year, shall be signed by the chief of mission, bear the seal of the mission as 
indicated, and be accompanied by a copy of the form reading as follows: 


EMBASSY (OR LEGATION) 
OF THE UNITED STATES OF AMERICA 


The accompanying laissez-passer does not entitle the bearer to exemption 
from the examination of his baggage or from payment of customs duties on 
dutiable articles. 


The latter form shall bear the same date and signature as the laissez-passer 
which it accompanies. 

Supplies of both forms may be obtained from the Department upon requi- 
sition. 


AX V-L. Presents and testimonials 


Diplomatic officers are forbidden by law to ask or accept, for them- 
selves or any other persons, any present, emolument, pecuniary favor, 
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themselves from attendance at any formal social function. A mourn- 
ing band on the left sleeve, black necktie and gloves, and a mourning 
band on a silk hat, may appropriately be worn. (KE. O. Mar. 8, 
1927.) 


XVI-4. Business connections 


No diplomatic officer of any grade or class shall, while he holds his 
office, be interested in or transact any business as a merchant, factor, 
broker, or other trader, or as an agent for any such person to, from, 
or within the country or countries to which he or the chief of his 
mission, as the case may be, is accredited, either in his own or through 
the agency of any other person; nor shall he in such country or coun- 
tries, practice as a lawyer for compensation or be interested in the 
fees or compensation of any lawyer so practicing. (Act of Feb. 5, 
1915; 38 Stat. 807; E. O. Mar. 8, 1927.) 


Nore 1. Prohibitions under official bond. Foreign Service officers must not 
permit the use of their names as business references nor speculate in foreign 
exchange for personal gain while at their posts, in violation of the provisions 
of their bonds and of sections 1699 and 1700 of the Revised Statutes, as amended 
by an act approved April 5, 1906 (34 Stat. L. 101). Any infractions of the law 
and the regulations meet the Department’s grave reprobation, and the officers 
concerned will be held to strict accountability. 

The attention of Foreign Service officers is invited to the extent and impor- 
tance of the prohibitions placed upon them in respect to trading. The bond 
which has been executed by each officer contains, among other conditions, the 
following: ; 

will not, while he holds said office, be interested in or transact any 
business as a merchant, factor, broker, or other trader, or as a clerk or other 
agent for any such person, to, from, or within the port, place, or limits of his 
jurisdiction directly or indirectly, either in his own name or through the agency 
of any other person. 


The phrase “limits of his jurisdiction ” occurring in this portion of the bond 
has been construed to mean the limits of the country from the government of 
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which an officer has received recognition. The phrase “other trader” means 
any dealer in, purchaser, or vendor of real eState, chattels, bonds, shares, stocks, 
mortgages, drafts, checks, money orders, bills of exchange, or other negotiable 
instruments or securities, in or of the country to which an officer is accredited. 

There is no objection, in the view of the Department, to an officer depositing 
his private funds in a local bank and receiving the established rate of interest 
thereon, or to purchasing drafts, checks, money orders, or bills of exchange 
for liquidating any indebtedness or meeting any obligations outstanding against 
him, or for the purpose of transferring his private funds from a foreign bank 
to a bank in the United States, or to the sale of his personal check or draft 
upon an American or other bank in order to obtain funds for his own expenses 
or those of his family. Such transactions, from their nature, are legitimate, 
and it is not the Department’s desire to restrict them; but frequent and con- 
tinued transactions of this nature for speculative purposes or with the sole 
object of gain constitute trading and are strictly forbidden. 

An officer may with propriety purchase a residence for his own use, but he 
may not do so as a speculative investment. It is not considered speculation if 
such property chances to be sold, upon the transfer of the officer to another 
post, for more than the officer originally paid for it. If produce is raised on the 
land attached to an officer’s residence, any surplus thereof remaining after the 
personal and family requirements of the officer have been met may not be sold, 
as this also would constitute trading. 

It is realized that the restrictions imposed upon Foreign Service officers in 
these respects may sometimes prevent them from taking advantage of favorable 
opportunities for the profitable employment of their savings, but the Depart- 
ment believes that they will appreciate the need for these restrictions in order 
to protect both officers and the Government from censure and embarrassment 
and to maintain the reputation of the service and of its individual members for 
dignity, high standing, and independence of action. 


AVI-5. Recommendation for office 


Diplomatic officers are forbidden to recommend any person for 
office under the Government of the United States, except for the 
subordinate positions in their several missions. They are prohib- 
ited by statute, without the consent of the Secretary of State pre- 
viously obtained, from recommending any person, at home or abroad, 
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for any employment of trust or profit under the government of the 
country in which they are located. (R. S., sec. 1751; E. O. Mar. 
8, 1927.) 


XVI-6. Endorsements 


Diplomatic officers are absolutely forbidden to endorse, in their 
official capacity, bills of exchange or notes or in any other way to 
become responsible pecuniarily for American citizens or others, or 
to take charge or custody of personal property unless specifically 
authorized by law. (KE. O. Mar. 8, 1927.) 


AVI-7. Recommendations 


Diplomatic officers should refuse to issue any document which 
recommends, or might readily be construed to recommend, a par- 
ticular company or organization; nor should they vouch for the 
affiliations, reputation, or financial reliability of such company or 
organization. 

Diplomatic officers should always refuse to permit the use of their 
names as references for business or other enterprises. (EK. O. Mar. 8. 
1927.) 


Diplomatic officers are forbidden to act as the medium of trans- 
mission of invitations to events in the United States, unless such 
invitations are forwarded through the Department of State. 
(See note to section XI-12.) 

Diplomatic officers should refrain from signing books or docu- 
ments presented by persons unknown to them, and should not 
use any official stamp or seal on other than official papers. (See 
note to section XI-9.) . 


XVI-S. Marriages 


The laws of the United States do not confer on diplomatic officers 
any power to celebrate marriages, to act as official witnesses of the 
ceremony of marriage, or to grant certificates of marriage. The stat- 
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utory provisions relating to the celebration abroad of marriages of 
citizens of the United States refer only to consuls. (See CO. R. secs. 
417-22; E. O. Mar. 8, 1927.) 


XVI-9. Ceremony in an embassy or legation 


It is not unusual for Americans abroad to ask permission to have 
a marriage ceremony performed in the embassy or legation and in 
the presence of the diplomatic representative. There is no objection 
to a diplomat complying with this request, nor is there any obliga- 
tion on his part to accede to it. (HK. O. Mar. 8, 1927.) 


XAVI-10. Preliminary inquiries 

Whenever an application is made for the use of an embassy or 
legation for such a purpose, it will be the duty of the diplomatic 
representative to inquire whether the parties may lawfully marry 
according to the laws of the country in which the embassy or lega- 
tion is situated; and whether the proper steps have been taken to 
enable the marriage ceremony to be legally performed according 
to such laws. If either of these inquiries should be answered in the 
negative, it will be his duty to inform the applicants that he cannot 
permit the ceremony to be performed at the embassy or legation, as 
there may be grave doubts respecting its validity. 

If it is desired in such cases by citizens of the District of Columbia 
or of the Territories to avail themselves of the provisions of the 
statute (R. S., sec. 4082) then the diplomatic representative should 
inform them that under the laws of the United States it will be 
necessary to have the nearest consylar officer of the United States 
present; and he should give them an opportunity to have such 
officer present, if they desire it. (KE. O. Mar. 8, 1927.) 


As to marriages on American vessels on the high seas, see cir- 
cular instruction, Diplomatic Serial No, 731, of June 22, 1928. 
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XAVI-11. Estates of deceased citizens of the United States where 
there is no consulate 


If there be no consulate of the United States established at the 
seat of the mission, the competence and duty of the diplomatic 
representative then will usually be recognized by the local authori- 
ties in regard to the estates of citizens of the United States dying 
intestate within his jurisdiction. In such instances the diplomatic 
officer should be governed as to details by the tenor of the instruc- 
tions for the guidance of consuls under like circumstances, as found 
in paragraphs 385-417 of the Consular Regulations Annotated to 
December 31, 1922. (KH. O. Mar. 8, 1927.) 


XAVI-12. Proceedings to be reported 


In carrying out these provisions, in all cases where a consular 
officer is required to make report or return to the Treasury Depart- 
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